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OFFICE MEMORADUM
Subject:- Processing of files . I :
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W for advice/

It has been observed that the files rec . d from various

Ministries/Departments - in DoP&T for advise/clarificati not properly
docketed or mfmqe&m_@mg mw thﬂ P - q or the
-~ rules/documents citeddn ithe noting ns . mesults in
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._ 'hr hed g
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i. All the proposals referred to DoP&T should have approval of Joint
Secretary concerned in the Administrative Ministry/Bepartment.

ii. All the pages should be properly numbered, docketed,
referenced /cross referenced.

ili. A legible copy of orders/rules/mmstructions/circulars/O.M. etc,,
issued by the Administrative Department or DoP&T etc. and cited in
the noting portion should be placed on file under reference. Besides
flagging the cited documents, page numbers should also be
invariably indicated in the noting portions.

"

iv. Telephone number” of the. concegned Director /Deputy
Secretary/Under Secretary level officer who has processed the case
should be indicated in the noting portion.

~ v. The proposal relating to amendments of Recruitment Rules etc., for
\% which a proforma has been prescribed, should be referred to DoP&T
in the prescribed proforma only.



Ay proposal heving bnencsl amplo stons e o
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vii The proposal lor adviee /clanfications should bie oleried
anly on file Relcrences through letter, O M ele shiould e a

vilik To facilitate simplificetion of the rules/instructions ec
proposals referred to DoP&T should invariably indicaie.
concluding paras, the relevant rule position and the difficuin
in its interpretation which necessitated the referral 1o Do P&

counter replics o
Bt sle position s
;ham CHSC% nn
aslhie results in
ewimaations, the
partiment should he

rricn gitioualy. While replving
&0 ok . on mﬂ its implication in the
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3. The content of this O.M. may be given wide publicity and broughl o

the notice of all concerned.
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