GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
LABOUR DEPARTMENT
5, SHAM NATH MARG, DELHI-110054

No. F.1/32/899/LC/Estt./Misc/2015/ Dated:

CIRCULAR

Sub: Forwarding of Compliance of Central Secretariat Manual of Office
Procedure (CSMOP), relating to noting submission of matters to
senior officers. :

Sir,

All Districts In-charge/Branches are requested to Compliance of Central
Secretariat Manual of Office Procedure (CSMOP) relating to noting submission

of matters to senior officers, issued by the Administrative Reforms Department,
Govt.of NCT of Delhi.

A copy of order related to Compliance of Central Secretariat Manual of

Office Procedure (CSMOP) is enclosed herewith.

This issues with the prior approval of the Competent Authority.

/

( P.K.DAHIYA )
ADMINISTRATIVE OFFICER (ADMN)

No. F.1/32/899/LC/Estt./Misc/2015/ 303732 Dated: )47; o/z.g;g
Copy for information and necessary action to :- ;

1. PA to Secretary-cum-Commissioner (Labour), Labour Department, GNCT
of Delhi, 5-Sham Nath Marg, Delhi-110054.

2. PA to Addl. Labour Commissioner, Labour Department, GNCT of Delhi,
5-Sham Nath Marg, Delhi-110054.

3 All JLC/DLC/ALCs/Districts Incharge, Labour Department, Delhi.

\_/ System Analyses, Labour Department, 5-Sham Nath Marg, Delhi-110054

to update the official website.

9. Guard file.

ADMINISTRATIVE OFFICER (ADMN)
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Subject: Complinnee of Central Seeretashat Mannal of Office Procedure (CSMOP) relating o nuting,

submission of mattess to wendor officers, paging nod parapraphing thc‘docnmcnln/papcm

in the ¢ase es,

Sies Madam,

g 1 has been obaerved that the departments do not comply with the various provisions of the Central
Qt’._ L{,Mﬂ Secretariat Manual of OfTice Procedure (CSMOD) on the subject matter ol noting, paging and paragraphing
g e documents-papers in the files submitted (o the officerst T may be mentioned here that AR

depaciment, GNCT of Delhi has been bringing auch non compliance to the notice of the departments {rom
) 3 AUme 1o lune
] L? In view of the aforesaid position, the mstructions an the subject matter are et b AiGEE
(C Q\\(\f Chaprer VI Para 32 Point No. 9 & T of Central Secretarat Manual of Office Procedure:
> “I\.’utca and  orders  will normally  be recorded  on  note sheets  in  the

notes portion of the file and will be serially numbered. Blaclk or Blue inle will be used by all

(—\ category of staff and officers. Only an officer of the level of Joint Secretary 10 Government
¢ L{‘,ﬂ‘bag‘ of India and above may use green or red ink in rare cages”,
L Bl
- ; “A note will be divided into scrially numbered paragraphs of casy size, say ten lines each.
/

Paragraphs may preferably have bricf titles, The first few parageaphs will give the profile of
Wpd the problem, position of rules, precedents and the position of resources with proper
\u O

2 analysis and sequence and an indication of the evidence and the conclusions reached. The
\ U"'w ¢ I\@\ final paragraph should weigh arguments and recommend the best course of action, with a
4 3 . . . -
? _g"\‘t\ﬂ { ) supporting draft communication, if nccessary”.
)
e : . _ .
f Chapter VI Para 43 Point No. 1 & 2 of Central Secretariat Manual of Office Procedure provides that:
L ; A .
) 4 “Every page in cach part of the file (viz. notes, correspondence, appendix to notes and
}5,\ _ appendix to correspondence) will be conscecutively numbered in separate series on the right
. § . . . .
-""%\\/ top corner. Blank intervening pages, if any will not be numbered”.
\
“Each item of correspondence in a file, whether receipt or issue, will be assigned a serial
number which will be displayed prominently in red ink at the top middle of its first page”,
' .
(\ ‘}\ Procedure followed for submission of matters to senior oflicers:
0y o
) “Handwriting should be legible and tidy. A note should not end at the very end of a page.
‘)Aj)"/ While submitting the file to officers two extra blank note-sheets should be added to the

\(A?‘fD noting portion after completing the note”,

“Before submission of file it may be ensured that there is sufficient margin at the bottom oz]
G § 0 ¥ the page to facilitate recording of observations”, L
P‘& " It is, accordingly, requested, that all the Pr. Secretaries/Scerctaries/HODs may please ensure that the
y staff working under them follows the above provisions meticulously and maintains proper files in accord
with the provisions of the Manua! of Office Procedure.
v

ance

(Pawan Kumar Sharma)

v Secretary (AR)

0 b No. F15/01/2013/AR/ 3.6 4-6U 4§ oat. 0112\ 6

To,
Ok
LAY 1. Al the Prncipal Sccru:nncs/Sc,crernries/HODs of Gavt, of NCT of Delhi.
(\L{\ < :’1 All the Heads of Local Bodies/ Autonomous Bochcs/undcrmk_ings of Govt. of NCT of Delhi.

; \\)%_S,w.fl' Officer to Chief Secretary, Delhi.
T

&OR g&M 733] 69.1216 (Pawan Kumar Sharma)
Secretary (AR)
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