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&tplax*t&r,' lrote d*eribing tht Proposd Funetia*al SIe index

b*.Bd tr *1s'-1--',fi f T-3!#i# "* 
*ffi*:tl':fx #

fers from the follorving disadvantages :-.

t) There is no uniforylty, .sulce diffmEat s{ion1 allst dif.
feren; ;o}fu};ii- 

"iliiiti*l 
subjects or sub-subjects.

iii) Tracine of files is a time-consuming sear-ch through "1trs' fiI" re[isters and t]re officers ari dep*de*t on reccrd
clerks.-

{i}} Ixdexirre by ,subject as x'ell a$ by 'individual ,naue is *e-
., ffisary.

2- . !o qvercome these d.isadvantages, a functional, subject-wise
and sub-subject-wise file index $outrt le prepared as foilo#s' i : ---

2. I The map su-bjecls under 1fun9$o+ say-establishment, com-pon.office services, buage[-qre firsi iiii# *a*, functional srouuheadingswhichuterii6ti"*ly-liilttiiiii'iicapiral,lerterslA.tY#
and 'G'. a ---

?:--z .Each. maia subj*t ar maip head usder each fxncriaaalqqup is assigned condcurivq ffibi.;;;#t_-ileili*gtitr, .r ywtuch ma.v go up to .99'.

2. 3 similarry, rhe sub-subjTts-gr sub"heads under sacil main
X,?i3o-li3'Tffii5 ;{"*;ll;ffi# #fifij;6ffi'r.["*itn -i i;

r;'1ffi 
T*:ffi iHi{x:Lt:{i:'-*i,*ilfl :*t

to fhe main sr
aspect or factor] 

--' 
;'*" "

2. 5 Files o1nord. under the same subi .

*#trlrirhr,bxrt*ri#;l;*,"ifi Hq,m"i;ffi gi':.I

?:^:^, Thg. year in which ti'.'r" -dTlJt.uqrber 
by - *f:i3uJsnu is show" :**p**ii

nL
t
€
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'2' ? At tbe end of each file code'number is ta be isdicated {9t
ile dealinelaii*rii"iir;' ;ffiA-"Aioiiior or -unit ty a 'suitable

&ogen a#reuat"a F*p "f 
-t"t[*-i*puiatea 

from tlie yew by a
hyphen.

2. I Each subject and sub-subject thus having been identified by
an alpha-numen'i code mark, a brief content fart of the subject
vie gueslion, issue or specifii institution or per$on involved is
indicated in the rectabli an the SIe cover mark*d 'subject",

2. I Illmkstions.

{i} lln a le r:umbered D I l0l3l3l66-.*t. 'I}n,stands
for the functicqal ar aqtivity group heading,
viz common office services. 

- 
The first grotl

*9',.i* 
,* separating sign. , The' secand gioup

q{ Arabis numerals -t5' 
sknds for the stbsn

dinate s:lbjrect gI aspect headine, 
--lhi*i;;.

,a-rrangemsnts'. The number 3j"t betweea
slant' :etrokgs, denotes 3rd'"'fire .*pgned unaei
IryF subordinates heading.-:Th;--Iisorr-.66;
indicates the yea{ of opn-ing the file"and the
abbreavialing iefiers'Est'.-iiEna r* .rt-[urh
ment section.

f *g fle relar:s. rg .shifting of the Depart_
pent pf Mines &-Metars fron[ rB prssent ae-,," crlmo{ation "in ,ydyog " E.,Uevuo 

'iCI-l{u&
Bha'an, the foiro*tnd ;+i-G'Jt iialffiil!in rhe isubjecf'box 

o"n in,i fill-*ourr.

_.Dp,**menr -J Mipe3. & Metals from

(ir) 
Jefou'e 

number*d 
+ ?zl\yVqlA$mn r, ,A,

in?t?fio,H,tr{:,,T#ihirilt,m*:
.O, is the .rrpu*tiog 

,".go, :ff shnds for thesub-head .Ddpertmelt 
1_-,primotion Com_n:i*ee', !, inolca;;;.qq firrt 

.Ii* 
opened underrhis sub-head, .eg;-indidil ,il' y**r of oDerl_ing rhe file, ana *:_;o-or.uiitioo .Admn 

[,.denotes Adnrinistration -i'rrciloo.
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If the file deals with il' gu*stion tt'hether

3rffi rffis?'il'$L"f rf "rt'f m*::tifi
;d;ii G :**,.:'rf :',t iX aisof T;
i,til; {LT',r":",;iifrrilrfl 

f #f ?J# "ll;
t?',i::.?; H",1,' subject ao* o;'if,* Iil';;;

"Whethrrthe resommendationl are ef'

fective #;il"id^g*{f{-meering of DPC or

of ratification bY UPriu"'

fnsffuc{ion

,. ,rr a _.f 
t;ff5llto any of thr

ii"*tiaJty headingl or sub-s{ .bject. ete' (te
il;i"s ;di"it tnofiia te corsid-ered :--

l4{hether they come under any subject factol or sub-aspt
of a t"r*.^ryT;ai'g ui iitattA to a lecondary heading.

,,.'' Xeeth€t eqf spg{n alliid t*'b t{oqdary heacting as related

to d primary heading. ti, , 
"

ff not, rvhether they could be .brquhgt un-der. an additional
headini, p1;;*d'''E{Iii*&rA*A poiat i*,1he list of primary heading'

i ,. ,. .1. ..i,:

,jf ac*hing suggests ,_it ,yn4y .bc'temporarily placed iu the liet
r ,j --r : --. .I .-.^ .cL ^ t^ ^* l+^* 1 ..

oI pnm aty neadings 
-as th9 last item'

.i. : -' .

Ei i"f tho rrnrtrrcanf Ste indpv4" AfrautagT, af the pro'psed,.fl9., tndex

(i) . A,cofg.d.file index drawn up gn.Se fungtioq?l 
,.

b.epis establisled aa easjly recognisable, systematic .$;

,$,,lliiig.ryqgc! under :3 qqppl&ensive' qrt oJ.f1e- 
$jI,fl,f.t&f5 DWYlIvlrw LII\Jt/l 1* v\rr$lrtt .lLlrllu,,ll IrrJL arr lr^v l.

identified'subjects, and their various sub-subj6tts, l*

topics or asp€cts, concerning established activities. ?i
.,' , .i.i,, : i . ,ffi

(ir) The s)mbols and numbers used ate conve- il
riient substitutes for lengthy file desiguations ; H

also, a standardised index based on them furnishes F

better aid in a hunt whicl some times has to be il
made to r'locate reJevant paplrs; thus saving time. 

$i

H

H
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(iii) Such filc i.ndex h*s al*o the *elvnnt*gc of
pror-idinn filcs orr the wnre functionnl subiec[ nnd
its sub-iubjr.ct commorr idcntilying synr6ols

(inl Ensuring cnse ia ,referenee, this *t*ndardissr-
tion. greatly f&cilitste opening o[ ncrv filcs, systc.
meuc sorting., pick-up and storsge of liles rvhich
rlla)' ,m required suhsequently for referencc. nnd
thus enables the officers'to_pilk*up rrny filc oir thcirox'n and rvith speeA. 

-rr-----

t"I ISer, onl1,. one sddirionnt index {by speci-
l:d 3111e or queslion) need be rnadg, snd hi,t irvo,r'e' both na,me.rvise and subject-rvisl as is foundnecessary under rhe conwntiiinnr 'ivi&;,i 

*
(vr) 

mii:bf"Hffii:*,:ff ,#-;,slu-J#u,ti,t.i3l;
H}l.tJ li:,f;I 

.ffi 
i$'sffi:J: i id";ffi;r

$rII) lLy:tl{ trsg hcrp in compilting orientation, instruc-tion materiar on the a*riuiii-I;;Tr ili[' iffi ffiil;hensive understanding of it. -- -v' $ v;..'rrY

xpte: Ameadmenty J-4 -issud til agrh. January, ,rg?? 
hsxc hg**

Fmctioael File Idex 3

For
Cases Relating To

H{ffi}ifra1-ffifr Ir,Sffi: Effi:: office

Budget Cash & Amounts, p"rfid*e;i:'*'

fist of gry berds.

*tabtishmeet
1*'elfare
Vigilance

_C-ornmgn office servies
Hindi

Iio*o*, budgrt, cash and
Parhamenl

A"

.cr
D
E+
Fs-



.:l'

]"

:l, ?-

*

Li$ sf sair kmd w{er ilifferent gK}IIP he,ads

A- Establishmenl

Creatioa and classifiUtior 6f "posts'

Recruitment.

- ilAfi&}]i candidates for appoiatment blfsr cq*tisuance

Sc&duted castes and schedded tribes
Retrenchmeat

T Yerificatiotifi*o*tificatiog cf char4ctsr and antecedents
Mediml examination
Oaths/afrrmation of allegiarce to constitution
Personal files (gazetted)
Perssnal files (non epzetted)
Service recordi, L

Pastings and transfers

Leave 
r

Sarlul le6?f {iactudips spial {eave}:- {ggical paylpai,.
Allorvance
Confidentialfassesmeut reportInugmgat ^ ,, . j,,, ,,

Quasi-permarency
frobati gn/confirdation
Itomotion

in India and abrsad_ klyglf$lTshipsfe{owshipa
*fRarrqental Examinatrons
ueputatrons and delegations
Delegariou gf powerf-
rionoranuln/awards
Pension/ret#emeni
Resignation

Extention of service
|e-emplo5*,roi-' 

"vL
{.areer uatr'agement
Nonnination ii eilptoy***-;- Farwardiqg ot applicatills,
B - ltelfare ^r

Deprtmental

- Grant-in_aid

yelfap. ryeasurescouncil/office *r*uucil

ftg_f*,otioi societies.- Clstixl iU*#;arnt l-ibrary



c * Yigillance rtrol appea! .rules.

:tff lm*L#l*,f-Tifi,J,:1f 1ffi Bh.:itlfi ffi ;;r'*;-
DisPlinarY Proceedtngs

* Pro}*utions
APPeals

F Petitions
€ Court cases* EJ.i*i-a-il Services (qpn{uc$. rules' I -

Emptoyrn;i ;i';l&,\A;;ft H plivate firms/foreisn mrsstons

in India
Participation in Politics
Radio'broadcast, coltribuhon
of newsPaPers, Publications
Evidence before committee
Subscription
Gifts

7

ef articlss,,, 'stlili$g 
'or :ln*Sagiu$

Frivate trade ,or :,employment '' " ' :

Moveablefimmoveable ProPertY
Rerorts and returns
Vifi1lance Administration

D - Common office serviees

Accommodation
Central Government health scheme
XVorking environment '.,

Furniture
Stationery and forms.
Typewriters
nriolicatins machines
ffiffiffiff ;;;;;;unting machines
Other office machines i

O-d; Auipment including electrical and
plicalqn, appliances and other miscellaneous
Blacklisting of firms/contractor : - --
C-oastractors for supplies
Telephonss!
Staff car

lJ,ryerviceable, obsolete and suplus articles
Maintenance of records ^

1{

mechanical ap
storebl l..eyeriis.

.r,.1
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I

Librarv
pare-pking arrangements
uecunty
E--Hindi t

Progressive use of Hindi in Government offices
Hi ndi teaching scheme
Translation of-documents.
F-PubIic Belations

Eeception
Qom-ptaints and enquiries
Representative co*mittee
Press

rr.1-
l
J

I

I

i

i

DLYIDLZ cars
Entertainments
Flags

ffitffi:St***" 
celebration

S+finance, builgef crsn ,& A g

- pay

Allowan-ces
Increments
peputa{ions and delegations
Pelegation of .powers

- Honamriq4
Pension/gratuity
Budget estimates/revised estimates
Expenditure st*timents ,' "..

ReLonciliation

and
:

fune$ons

Reappropriation

- Supplementary graats
iF *&iUnt* md A,dit'. .,'i .,:_,..".; -

Palmrent and recoveries
.1.'i

, [f-1,, .,PgfIiAmS*t .', " ., ]: .,-,,,,', : . . ,

Parliament matters ' ''

Repqrts , returns ,
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List of srb.hecds mdcr vsrious mrin heads :
/rvtai/hesd,t L' HfH*-'

/vs

#' creation rnd classi- il continuance/aborition/revivalficstion of psts.-"-' 'L 
"f ffi;:'w/6lZ Conversion of temporary into

ii **i:*lilH,x.;n*,
15 Upgadt* * **rs

- r/ f Miscenqneo*s*{ Recruitnnent Il R*r"i*;;;; ffi1;1,,*
13 ffiiffXttoY9'i-*Ev*LD 

\

r* $fiil;# l$ *l:ffif#rkers. tS EitimatJ lannuqf) of vacancies

tenance of roiter , ____ ..g

.,lg
ie ffitr,:lffHmt-::,:1*.ootiit-Ui" 

L, srrt'r rtrrtrase o

20

iili ffif3'F.*ent exe.hauge

Nomination of
?q,proy&* Amti'$ b[#car-
selection.

*rffi*:ll l*::* P3* Miaistry
lx,:1::?::ils,fi#ffi,ffi:T;fffiG*G;iffi
$31i:p_Eiuir,ri,iffit_
$XXXXi$*'o lTarkettu_

r.Of l_lT:fiement *d h_;ifi;

t1,*
2t

3
'24

*Aioe aOuirtir
or applications.
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l
I

I

I

25

30
'31
:.3?

r33
34

26

27
28
xs

t0

Rsruitment through UPS.C inclu-

ffiml1',ffi*ifir#*entand
{i\ Class ,
iiil class II ,

ifil ail;; tt P$-se*tted)

Re*ruitment otherwise thal: thraugh
UPSC.
Reservetian in seryices
Returns relating to recruitment
Return regarding aPPointment and
promotion made without consulta-
iion with UPSC.
Staff strength returns

*[iscellanmm :

X3 ,Suitability,of san-
didstes for rppoint-
ment foffor &nti-
nuans i* G*rem- :i

mert seruice

lt* e C*stee &
S&eduled Tribes.

'itI ;, ?rikiag,,p61 in politics
'' 12 . Sbarreg by UPSC frsm appari*g. ,ir,bx*ulindticn

15,
I6
17

13 r'.,.&ttificato.s of eligibility for urdsn
services and posti to suUjects of Ne-
pal, Tibet anO misaorc-tio*prr.i-ipal, fibet and migrants irom pakisran

14 Domicile or residential aualifica-?omgile or resideatial qualifica-
ti*ns for employment

i::{f;' }Il**llaneaus !

I I Representation in posts and services

;lolicy and implementation if---
saleguards

12 Reseryation of vacaacies , , , ,'. - including gloupine of wsts
exclusioo if pists-frori iiir"

lt pereservation of vacencies , , : ,, :

,'' 14 .$ecom*r*a*liions did#i-tssicner' r.i. ..i,S{.sche{uied t# d $HA;E$.'', ; i,, 1' -?ri bc$fce niilt 1;u6";,*]ffi;Hffi
..t:: , 

'-:i:: 
,'1. :

jjir:'lr. .

i+.', .: Y.r
i,', ,'''i5,'
::ii!, -.' ",:
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li:

tl

l.
i:
!:

::-

:II

Harijans/Esti m ate C.om mittee.
15 Complaiats from a$so$iation$'rsgar-

$og nsli-obseffance af reservatioa
,lo $orvrg6s.

l6
t7
18 llliwllaneous

15 Rekenchment

16

I I General principles
12 Class ,I13 Class II
n Ckss ll{non.gazetted)15 Class III. e

16 Class IV

t8 ' i'.,
19 Itliscellaneow

Sil,ijf*'** aspects)

Class II

8*: Iifoo.*'tted)
Class IY

t7

i

Yerification/re- I I
Yerification of lz
drsracter snd t3
sntcssdest$. t4

t5
ts
t7
t8
t9
2t

ll{efrisl I'l
examiuatiou, 

itr
14
iI5
,tr6

I7
r; r .' ; ..; 

",, 
r ,iB

, ,lg
, ..i- , .i I i,i; ,;:..

{Itfiiscenanefiis . ,

Ei*T rtseneral 
aspects)

Class II

ti;::-}|it?1u-ryu*dl ,, , ,

,;

.'.
.I

"hrlismllauwrrs

Register af ,oathr/afrrmaticn
,,.

18 Oathleffimation ll
o{ ellegiane to lz

: -,-: , . ., ,,. _. .,,14
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1,"

i[.i,
.;,

t2

Secretaries/Special Secretari es/

Addi tional Secretaries.
Joint Secretaries
Director/Deputy Secretari es
Ilnder Secretaries
Section Officers
Stenographers (Selection grade)
Stenographers (grade I)

t9 Pe,r*onal fiIes
(geretted)

Persoarl files
{xan-gazettd}

, 11

t2
I3
14
15
t6
,7

''' : 18
r9
30
21

2{} Ii ?esearsh A$sistantsffrchnical
Assistantslstatistical Assistarts

12' Assistants

!! $tenographers (grade If)y Investigators
t5 Udcls'
!q Stenograp,hers {pde III} , : ,':

17 Ldc's
'18 "'Sg|f.cai drivere, '';:"' ':' "
19 Jam e aftrles
2A Peons
2l Farashes
22 Sweepers
23
fi "'" i:

2su.Z6 .. ' .,' ,. ,;i,.,i

1l Seryire records 11 History of services

13 ,Class II : :

14 Service bookslService rolls of .,

,]
Note : Offcers and., staff .carryine non-sffiretariat desienatiotrs
have not been specified. ry" thq su*n*?e* &;iotr *"d f,if,fr-19:20
rt b inteaded ,that individuat rninisi*islae?#*ents-iEli$ fii&r
:a{ditional sub.heads to cover tne sp*iai€a6$rid;f;ffiitt
empl6ied,by..them........'..'.l.'.:r.-:.:=

t

::l

f;

T,

,. ti



30#Egs &d
ear*rs

,' I3

16 &lt*rstiar in tle {ate of birlb'
17 Change in qualifiation of

govefiullent servants'
I8
I9
2A

I t G*s.era1 asgxots
12 Ctass I -

13 Class trI

11 Class II {non-gazetted}tS Class IIf
16 Class IY
t7is'
t9
W Misellam

General principles
CS.S. Rules
f:s:$:s-hiik ,

C,S.C.S. Rules
I*diau :$tatistical Servim kuls.,,,
Indian Econornic Servie Rules.
lYar &rvies Rules (hen, seaioriry)
Ixtablished organisLC services
Political sufferem
Representations

B tuioriff

t4 'frsre

l1
itr?
;I3

T4
T5
t6

, ',I?, .lg
.: 1*

.-: W
33

,' 22
?3,.. 24

11

t3
13
I4
I5
I6

-I?
*8
t9

,,'m

;:

l

Ei*{seneral 
aspects}

Class II
Qass Ir {aon-gazetted)
Class III'
CIass IV ;.
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L::,,','
gt:::.

!1,

Ii't'
!,:-:i
*.r+*;,::

l:.;n
t'':'l-:
t:::
Fi.j
?:t:i.l:,

t-;"'
Yl!t;:a
!: .ri
s t'
t:.

' t:1i:
f=,,.gn

'l1:)WJ;

?:r:::
f'r:.
$r!

Pil

!i
i':r:

ii
!'::

11
t?
I3
r4
I5
l6
17
IS
I9
3S
2t
22,

1-
:1.'

C*sal kare
(inclniliry
sfciel kave)

SpseiBI flyl
s8y

,4

I I Rules
12 Class I
13 Class II
ia Class II (non-gazetted)
15 Class III
16 Class IY
17;
ts
r9
2A Miscellaneous

Rules (general aspects)
War Servim (Rules)
Politiml suffeiers (Rules)
Class I
Class II
Class II (non-gazetted)
Class III- -:--- -'--
Class fV

Yl *Ilsffans* 1I
l:2

Mis*ellaxmrre

,Rules (general aspects)
Children's education allowarce (CEA)
rules (general aspects)
Claims regading C.E.A.
D.A", H.R.A. & C.E.A.
Deputation (duty) allowance
Overtime allowance
Travelling allowanm
S&shire allorysnse
Educ*fional soaffissiom fsf children
dpolitical suffcrers

Rules (general asffits)
Recording of confidential reports in
respect of class I officers
Reiordin_g of confidentiat reports in

13
14
15
16
i7
18
I9

f,ansdqfisl/
,t

#0
2t
22,
23.

II
,2

I3
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l

l

l
,l

l

t4

I5

t6

,7
IS

t5

Rccording of confidentiat reports in
respect of class II (non-sazetted) staff
Reiordirrg of confidentiil rcporis in
rcsgrct of class III *taf?.
Recording of eonfidential reports in
respcct of class IV staff.
Communication of advcrse entries.
Representarion for expunition of
adverse entries.

t9
2S
2t
2Z Miseellnn*otl$

29 trncreme*t

Q.u*ssi1rerma-
treIIfI'

il fi#e*rffi?' 
aspects) 

*, 
.

' l3 WithholOing of increments /
lf . 

Represenrafii? #AIefrri;n* ,
'16.: ',' 

,

I8 $Iisccllatreous
.1 . a:ii::ari

,l'7
.:

I8
I9
2*

ii 3*iiJ-3Tr!3ff;'J)
(temporary Service) Rules lg49
(general aspects)

ITuf of quasi-Frmanency declarations
toclassIOfficer*. ", , -, l=.. . :.

Issu e' of _guutr -p.rrn anbncy dedlarations
to Class II officers. ,

fssup of _quasi -perrnanency declarations
[o class III staff. , u

f 
ssug o[ quasi-permanency declarations

IO CIASS II {non-sRzetted\ cra$Fio;ira3s, rt fil;*aililai'siili
Issued of qirasi- deelaratious
to ctrass IY sta

I Representatigns;

Miscellaneous.

:r .'
.,:: :' i

;!r:r,

(.
Pi

E:s:.
Ii ,l ,t.JI

'.; ,;tZI
. ,Z?

l:ii ,.1:-+..i..,J

Probati ani .

confirmation i i,, ffi[l?Ll,ffil:i"ri"bati on)
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1

j

1

l
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:

t:

16

Confirmation extension of probation 
ot

Class I ofiicers'
ififi*-{gn eextension of prcbatias sg

Class II ofhcers'

Iil*r**tion of ctrass II {non-gazette4

staff.
Confrrmatron of class III ttu[
il;fiffiiion of class IV staff'

ffiii;ilation in ix*ad{P. Posts

iliiitl"t"tion and Petitions

32 Prsmathn

,i

ZA,.
15 Training Schotu-

ships FellowshiPe
in lrrdir and' abroad

Miscellanmus

General PrinciPtes
ilipuitueotal lromoticn Comrsime
Class I
Class II
Class II (non-gazetted)
Class III
Clsss IV
Reprcseatatians and Pttitions

Itliscellaneous

frainias eour$cs at the Indian kstitute
of Public Administration.
Exesutive tr*ining of cffimrs ia the
:$tatcs

'Refra*ers cours* at &e natio*al acade*
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