
DEPARTMENT OF WOMEN & CHILD DEVELOPMENT 
G.N.C.T. OF DELHI 

1st FLOOR, MAHARANA PRATAP ISBT BUILDING, 
KASHMERE GATE , NEW DELHI-110006 

F16(35)/DWCD/Admn./Manual/2022//2_,Ftf—gI 

CIRCULAR  

Sub.: Regarding "Manual for Disposal of the Matters at various Levels (Deputy 
Secretary/ HOD/ Secretary, etc.)." 

In reference to the Administrative Reform Department Circular No. 
F.20/05/19/AR/056535741/4927-61 dated 08.08.2022 (Copy enclosed) all concerned 
Branches are requested to identify and enlist the important work performed / executed 
by them and accordingly make a Model proposal regarding "Manual for Disposal of the 
Matters at various Levels (Deputy Secretary/ HOD/ Secretary, etc.)"as indicated in the 
table below (please see Para No. 5 of the above mentioned circular) :- 

Dated : S ?e,51.2.0 

SI. Name / Initiating Concretising 
No. title of work Authority Authority 

Checking / 
analyzing 
Authority 

Deciding/ 
Approving 
Authority 

Comments, 
if any 

3 
4 

The details may be submitted to the Administrative Branch by 10.08.202 ( 04.00 
P.M.) positively. Matter may be treated as most urgent. 

Dy. Director (Admn.) 

Copy for information to :- 

1. PA to Director, DWCD , HQ. 
2. All Dy. Director/ Branch —in-Charge, HQ DWCD 

\,„3-
; Data Processing Assistant for uploading the same order on the departmental 

website. 
4. Guard file. 

   

Dy. Director (Admn.) 

N-P - 



• 

6overnment of National Capital Territory of Delhi 

Administrative Reforms Department 

v 	C•W'n9 ,  Delhi Secretariat, 1,P, Estate, New Delh,,  I 10002, 

Phone: Oil 233926i0 	 rupclate@nic.in  

Nto.F,20/ 0 /19/Aq/05653S741/ 	2 

CIRCALLAB 

Dated: 	,O8.2O22  

Sub.: Broad Guiding 	cs, 	'°Manual for nisPosa 
Various Le,..,e!6,-  tOepti_y Secretary/HOU/Secretary,  

f the  Matters  

The Depai. n-iin S anti unoeitakings of Govt, of NCT of Delhi generally devise 

their work in two ..•,:ite.!ories, one dea:i -,(1 with the core work of the Department and 

t; he r dpail - n wt t 0 aiiieci work. It bas been observed time and again that there -..., y  

are 	,:::* :sion rfla',-.'ng in i-iiffent Pepartrnents which causes 

rIbeces•t1,,Iry oei,'Li.„ ii dispoai of work without any addition to the qualitY of 

PrOPOsat F:urthe: :::.1i.•! to hea,iy Infi -.)v.f of routine files at ;1i3 desk, HoDs/Heads do not 

er;c„h tiz-•.'.: c.,! • ex o'..= o -:,,. t•i/ timo on matter of pcy making and nigh import, 

nc,,,, .: .-R:: ...: b,:te 	a mechanism for lessening number of ieveis 

for Oc,,,-.... 	-i -..--,,, , 	, 	- , i 	• 'er -  ,,,! Chapter i', Fiie management unaer heading 

Pora 1-1  Of Centrai Secretariaz Manual 

';-hal! :ay dovvr:a ieL.- !ed scheme of aeregat;on a: 

7)aiong 	,E=12,q2e at the riot a,g)pro;.iriace 

fr 	'trhe co 	, 	to publ;c: dc.)trairl, 

for a Oecisi,on shz,1i not 

sLich 

ail the .fevel.:;.  j1ff4)e0 	 in 

• • 	••••••••••:-: 

• • 	. 

comet 	clit'ectly to the. 

the same, stiaN p.rifig it 

h. 



t tn,i1); meter tot spect 

tietd 	v 	#unctionarte% 

keepmci it) view wok extrit. 

ra,L4C.Q ,: ( 

NOti 	(N, 

	

however, iot) 	b ft% 

SvSte frtlentla 

tt) SW*- 

„harted 

es/ac cnril 

i)er SLP, 



cabinet No 	DS . 	0r Add! 

ecoi . ent 156.  

y 	56 retary 

d$. 

authority 	!charge 

Addl. 	or Secretary 

nt 	5,01, 	 Pr,nc1pal 

re ry 	!:.,,ecretary or 

CRS 

Sol. Secretary 

or! 

ncipa1 

Secretary 



Conc, 
ai.ithwity 

	

Checking/ 	; Deciding 

	

i analysing 	Approvin 

	

Authority 	Authority 

SO or t. AA0 Or AO or HOD 

CA 

8. equev 

author 

ort S 0 

ent euunialent 

3.irt_ 

Sty Ter tOr/ 

Sth Au us 

Depart at a 



at NC 

ry (AR 

,date= orid. 

'..abotar. 



It has therefore been decided that departments and undertaking of Govt. of 

CT of Delhi are required to devise all their work activities broadly into two 

categories e COte Functions and Allied Functions after which they may decide their 

Channel of Submission and Level of Final Disposal of work. it is required that.ority 

licit° foul channels, except in exceptional cases to be )ustified in the rnanuali•viz,  

ttatno AuthoiitY, Concretis;nq Authority, Checking/ Analy.sinq Authority and 

Deciding/Approving Authority may be devised 

Manual tor disposal of the matters may be prepared while keeping 	fl"41' 

broad 	
1PiId tl the Citizen Charter of the Department. Delegation of Financiat 

Powers Timeiimis as per Service/eservice Level Agreement 	
iwued so) and 

-,'entral Sec i et z--,c• At Nianual of Office Procedure etc. 

may be noted and kept in view as guiding principles white 

r•,  e. 

 

ai 	Manual for disposal: 

corrior&l ensive Citizen Charter may be prepared (if not already me and 

, onstaraiy Alai contact norrider and email address by all the 

)epartni- tsturigertakings of Govt. of NCT of Delhi to serve as a gi„iiding 

'actori 

tri_ist enlist their activities and functions, especially more 

urcrs htch affect timely public service delivery, and prepare 

3,rt of uthority to propose such proposals, examine then and 

the i.,-..orhpetent authority. This would serve as guidIng ocinciples for 

ri-ript-Jf_Jison filet.; without any ambiguity and also to save time 

• . 	°1)E " 

C) 	 vf, 	r1ci Denartments, =7,,Qvt.i of NCT of Delhi, if think fit may 

. 	 "Oi`ation 	 Povqeis-  ,n Of der to make 

v11:1 extemied tity:IsIM nswe that accounts 

are 	 to MIL: is the competent authority for 
r=:i! 

and more deciF,if.in are Laken at trek levet. As a 

90werf, inay be 	
to oisttict ievet functionaries/ 

"rki.inc; • 	 in order to dispose off the 

morec.c.' i-4,,,:.../Secretary may sent proposals 
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