GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
ADMINISTRATIVE REFORMS DEPARTMENT
7™ LEVEL, C-WING, DELHI SECR ETARIAT, IL.P.E STATE, NEW DELHI
{email : arupdate@nic.in Tel No.: 23392422)

No.F.1/0612012-AR/ ~1 10 -5€9 / < Dated: o ?fﬂ Nz

CIRCULAR

It has been ohserved by the Chief Secretary, Delhi that the files sant by
various departments do not contain any page number and paragraph number
which is a matter of concern In this regard attention is invited to the following
provisions of Manual of Office Procedures.

Chapter VI para 32 point No. 9 & 11 of Manual of Office Procedure
providas that: -— >

recommend the best course of action, with a supporting draft
communication, If necessary,

Chapter Vi para 43 point 1 & 2 of Manual of Office Procedura provides that:

Every page in pach part of the file (viz., notes, correspondence,
appondix to notes, and appendix to correspondence) will be
consecutively numberad in Separate series in pencil on the right top
corner. Blank intervening pages, if any will not be numbered,

Each tem of correspondence in a file, whether recaipt or issue, will be
assigned a serial number which will be displayed prominently in red
ink at the top middle of its first page,

It is, accordingly, requested, as desired by Chief Secretary, that all the Pr

Secretariss/Secretaries/ HODs May please ensure that the staff working under
qlhem foliows the above provisions meliculously an aintaing propar files In

accordance with the pravisions of the Manual of Office Procadure.
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,«,ﬁr’{')‘\ i- All Principal Secretaries / Secretaries /H.0.Ds, Gowt. of NCT of Delhi

2. Local Bodies! Autonomous Bodies/ Undertakings of Gowi. of NCT of
Delhi.
3. Staff Officer to Chief Secretary, Deihi,
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