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GOVERNMENT OF NCT QF DELHI

(GENERAL ADMINISTRATIDN DEPARTMENT)
PROTOCOL BRANCH, 2™ LEVED, A-WING " VoA
DELHI SECRETARIAT, L.P. ESTATE NEW. DELHI — 02 \
FAX No. — 23392124 \

No.F.41/985/2010/GAD/Protocol/ Dated:- [ 4 7. W

CIRCULAR

The Ministry of External Affairs, Government of India has conveyed to the
Govt. of NCT of Delhi that the procedural guidelines laid down for arranging foreign
visits by the Ministers and the officers need to be scrupulously observed. It has also been
pointed out that it is improper for the officers to contact foreign Embassies 1o push for
their foreign visits. Also the level of meetings in foreign countries should be
commensurate with the status of the visiting Minister / officer.

Chiel Secrelary has desired that the relevant guidelines should be brought to the
notice of all the officers working in various Departments and it should be ensured that

there is no violation of these norms.

(Arvind Ray)
Pr. Secretary (GAD)
No.F.41/985/2010/GAD/Protocal/ ) 9/ - / e Dated:- / 9 / 9 / ] o
Copy for information and necessary action to :-

1. Pr. Secretaries / Secr_etariés in the Govt. of NCT of Delhi.
2. Secretaries to all Ministers, Govt. of NCT of Delhi.

(Krishah'Lai)
Deputy Secretary (Protocol)
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QFFICE OF THE DIVISIONAL COMMISSIONER, GOVT. OF DELHI

Sub.: Circular regarding Standing Guard File.

Kindly find enclosed a copy of Circular No.
F.4/15/08/AR/5715-5874/C dated June 22, 2010 of Pr. Secretary (AR) on

the above subject.

It is requested that an action taken report on the above be sent to

this office by November 15, 2010. @

\ ;}_E?ﬂléj%
(Kuldeep Singh Gangar)
Addl.Secretary(Revenue)

owzmom‘},o, Dated ; 26.10.2010

o
.'Tm (J% Copy for necessary action to :

1. All SDMs (HQ)/DCA/SA/AD(PIg.).
; Copy with the directions to :
\© (o 1. SDM — | (HQ) to pursue the matter with all districts and all officers at
qﬁ] Headquarters and submit a consolidated report by November 25,
2010

ystems Analyst-— to update the action taken reports in the

Cb\@ (Q\\QU\ software.

A '\*ﬁ{ﬁ% . ' NM

(Kuldeep Singh Gangar)
Addl.Secretary(Revenue)
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\ No. F.4/15/08/AR/ <5~ — S"E"]L\\Q_

GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
AN - ADMINISTRATIVE REFORMS DEPARTMENT
07‘9 7™ LEVEL, C-WING, DELHI'SECRETARIAT, 1P. ESTATE, NEW DELHI-02

W

CIRCULAR; =

A A LA ATV

Sub:- Regarding 'Standing Guard File’ _
: A &

O&M inspections, carried out by this department reveal’ that most of the
departments/offices of Government of NCT of Delhi.are not following the process and
procedures as laid down in the office Manual Procedure. In this regards, attention is
invited to Chapter IV Para 35 and Chapter Il Para 58 & 59 contained in the “Manual of
Office procedure” pertaining to ‘Aids to processing’ & ‘Standing guard file' respectively
which helps in proper disposal of cases. It provides that:

ara:ps :
“(1) Yo facilitate processing of a case, each section will develop and maintain the
otlowipg records for important subjects dealt with by it:

(a) standing guard files;

JUL 2000 {b) standing notes;

precedent book (vide para 110);
standard process sheets (of repetitive items of work only); and
reference folders containing copies of circulars, etc.

The above records will also be maintained in electronic form in a computerized
environment.

(2)  Apart from copies of acts, rules, orders and instructions concerning subjects
dealt with by it, each section is expected to maintain, for ready reference, the
Constitution of India and certain acts, rules and instructions of a general nature,
references of most of which have heen made in this manual. Each department is
expected to procure an adequate number of copies of these acts, rules and
instructions and make them available to all concerned. An illustrative list of such
acts, rutes and instructions is contained in Appendix 8.

These acts, rules and instructions will be accessed electronicatly if available on
website of issuing Ministries/Departments.

(3)  The documentation-cum-reference system (manual as well as electronic
form) will include reference material peculiar to the need of the functional sections
and a consciously developed information system to act as an aid to policy
formulation, review and operational decisions.

following three parts:

PT/C/L/PW),,. Para 58: ‘Standing guard file’ on a subject means a compilation consisting of the
/'

(a) a running summary of the principles and policy relating to the subject with
number and date of relevant decisions or orders quoted in margin against

& each;

\M/// {b) copies of the decisions.or orders referred to, arranged in chronological order;

and
(c) model forms of communications to be used at different stages.

L}”)’(J’f/ﬂ’w” Para 59: 'Standing note' in relation to a subject means a continuing note

explaining, among other things, the-history- and development of the policy and
procedure, designed to serve as:

a complete background material for review of the existing policy or

[ @
‘ C}/ procedure
\ 0’}@*0{”"4‘"’ (b) a brief for preparing replies to Parliament questions or notes for

supplementary thereto; and

(¢) Induction or training material.

;@

\ %'}P

”
2
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‘Precedent Book’ - Every section will maintain a precedent book in the prescribed
form (Appendix 27) for keeping note of important rulings and decisions having a
precedent value for ready reference. Entries in this record will be made at the
earliest opportunity and, in any case, at the stage of recording the file.

'Standard process sheet’ means a étzinda'rd'skeletOn note developed for a repetitive
item of work, indicating predetermined points of check or aspects to be noted upon.

‘Reference folder' in relation to-a particular subject means a folder containing
copies of relevant rules, orders, instructions, etc., arranged in chronological order.”

It is, accordingly, suggested that all officers should ensure that the staff working
under them follow the above provisions meticulously & maintains and utilizes the above

‘Aids to Processing’ for effective processing of cases and decision making.

(ARVIND RAY)
PRINCIPAL SECRETARY (AR)
Ph. 23392240

To

1. All Principal Secretaries / Secretaries /Addl. Secretaries/Jt. Secretaries/Deputy
Secretaries, Govt of NCT of Delhi.
2. AWl HODs, Government of NCT of Delhi.

Copy forwarded for information to:
1. Pr. Secretary to Lt. Governor, Raj Niwas, Delhi
2. Pr. Secretary to Chief Minister/Secretaries to Ministers, Delhi, Delhi Secretariat.

3. 05D to Chief Secretary, Delhi.

(ARVIND RAY)
PRINCIPAL SECRETARY (AR)
Ph. 23392240
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APPENDIX 8 154

Hlustrative list of Acts, rules and instructions of a general nature to be maintained by each

11

12.

13.

14.

15.

16.
17.

section

[Vide para 35(2)]

Constitution of India.

Government of India (Al_location of Business) Rules.

Government of India (Transaction uf'Businesé) Rules.
Authentication (Orders & other Instruments Rules)

Procedure in regard to submission of cases to the Cabinet, issued by the Department of
Cabinet Affairs.

Official Languages Act and instructions issued there under.
Rules of procedure and conduct of business in Lok Sabha.

Directions by the Speaker under the rules of procedure and conduct of business in Lok
Sabha.

Rules of procedure and conduct of business in Rajya Sabha.

Procedure to be followed by ministries in connection with parliamentary work, issued by
Lok Sabha Secretariat.

Departmental security instructions issued by the Ministry of Home Affairs.

General instructions regarding typewriting, stencil cutting, carbon Mari folding, etc.,
issued by the Institute of Secretariat Training and Management.

Channel of communication between the Government of India and State Governments on
the one hand and Foreign and Commenwealth Governments or their Missions in India,
Head of Indian Diplomatic Missions and Posts abroad and United Nations and its
specialised Agencies on the other, issued by the Minisiry of External affairs.

Standardised functional file index including its file numbering system relating to
establishment finance, budget and account, office supplies and services and other house
keeping jobs common to all departments, issued by the Department of Administrative
Reforms an Public Grievances.

Schedule of periods of retention for records common to all departments issued by the
Department of Administrative Reforms and Public Grievances.

Manual for Handling Parliamentary work in Ministries.

Manual of Office Procedure.
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APPENDIX 27

PRECEDENT BOOK
[Vide para 110]

Headirg

Decision or ruling in brief .. File No. ' Page No. Date

INSTRUCTIONS
1. Lniries in this book will be made under the appropriate standard-heads and sub-heads arranged In an
alphabetical order. Where functional filing system is followed, entries will be made under the appropriate basic,
primary, secondary and tertiary heads.

2. The pages of the book will be numbered serially and a few pages allotted to each standardized heading
under which entries are to be made vide 1 above. At the beginning the book will be pasted or written a list of such
headings and pages alloited to each.
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Governmeant of India

Ministry of Finance
Department of Economic Affairs
North Block, New Delhi-110001
Tel, : 23093881 Fax : 23092024
=-mail | govindmohani @ yahoo.com

Sovind Mohan ias

Joint Secretary

-y S
& W Drear Shird Tripathi,

” " i
A P ) . a ar
\ \ 3 1 = New Delhi, Qctober 13, 2010
path u’ '\ %\f\l\ ’

&  As we know that infrastructure in terms of capacities as well as efficiencies suffers from a
Qg’tf}’ substantial deficit in the country. The growth pofenlnl of the country can be realized only if we can ensure
that our infrastructure does not become a handicap. For a country of India's size and population, an
improved infrastructure is necessary both for national integration as well as for overall socio-economic

development.

Public Private Partnerships (PPPs) are being encouraged as one of the' preferred means to finance
infrastructure capital formation, which would have a multiplier effect on economic growth and
development. One of the major constraints inhibiting the use of FPPs for infrastructure development has
been the lack of capacity for properly designing. developing and implementing PPP projects among the
officials at various levels of the Government- Central, State and Municipal Level.

With a view to addressing this capacity delicit, the Department of Economic Affairs (DEA) has
taken the initiative to launch a National PPP Capacity Building Programme (NPCBP). The programme is
supported by KfW, the German Dev??_lggment Bank and the World Bank while India PPP Capacity Building
Trust (I-Cap) has been appointed as the project executing agency.

To ensure sustainability of the programme, the NPCBP would be implemented through the State
Aq‘gu;nistrative Training Institutes (ATIs) and Central Training Institutes (CTIs). The nation-wide
progfamme has four components viz. Training Needs Assessment, Curriculum Development, Training of
the identified trainers with the curriculum’ and pedagogy developed, and a Roll Out phase in which .+
training programmes for officials and civic society will be conducted at the State ATIs and CTIs. We would
like to include your State ATI under the National PPP Capacity Building Pl‘ogrammmd seek your

willingness to be associated with the programme. The ATIs are expected to enter into a MoU with DEA
and I-Cap (copy enclosed).

DEA is in the process of finalizing the curriculum and content for the programme. The curriculum is
being developed for four Lypés of courses on PPPs:

a) One-day Awareness Course for elected representatives and members of Civil Society

b) Two-Day Sensitization Course (a short duration course cmermg basic concepts for government

officials) @\@\
¢) Five-Day Basic Course on PPPs
IR N o AV
W w_\\}* \,\
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d) Advanced Course on PPPs (for those who have undergone a Sensitization or a Basic Course)

ToT course and subsequently imparting the PPP Capacst y Building Programme, The criteria for identiF ying
ainers, nomination/CV and selection process are & annexed.

We request you to nominate L_potentlal candidates whom you consider suitable for undergmrg the

We look forward to your participation in the National PPP Capacity Building Programme for
enhancing the efficiencies and capacities of the officials dealing with PPPs and request you to send us your
confirmation and nominations at an early date, preferably by October 31, 2010.

With kind regards,
‘ Yours sincerely,
el )
/((}qﬁ'ind Mohan)
_Shri P K Tripathi

Principal Secretary (Training)

Government of National Capital Territory of Delhi
Office of the Chief Minister, Delhi Secretariat

I. P. Estate

New Delhi 11002

Attached:
1. Draft Memorandum of Understanding (MoU)
2. Selection Criteria for potential PPP Trainers
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