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Definitions

Documents management Is an art of managing properly to
name, store and handle documents In a systematic manner.

File management Is a process maintaining records In proper
manner by dividing documents subject-wise In different stages
when needed it will be easy to get that particular record.
Managing such arrangements for efficient use for the purpose.

Both form the functions, policies, procedures, operations and
other activities of an organization.


https://www.scopidea.com/document-management-system
https://www.scopidea.com/document-management-system

A Brief Historical Overview

Literature reviewed Indicates that dates back to ancient culture
and civilization (modern practice — ancient origin).

About 6500 years ago, people of Ancient Sumer (modern-day
south-central lIraq) had developed techniques where
Recordkeepers marked livestock and other items down on mud
tablets.

5000 years ago, people used to write their important notes or
thoughts on rock and wet clay to remember things for the future
trace In Mesopotamian, Babylonian. Museums with historic
monuments written on different objects, also paintings, used
methods to record things manage files in that way.




A Brief Historical Overview

In 1300 (700 years aqo) letter books were invented then they used to
write things In that letter book and maintained their records.

In 19th century, pigeon-holed cabinets were invented and used by
different big firms to store letters in files like in banks, courts, this storage
method Is most commonly used.
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Henry Brown, American, invented horizontal filing cabinet In
1886 whereas Edwin G. Seibels Is the inventor of the most
commonly used vertical filing cabinet in 1898.




A Brief Historical Overview
« All above historical developments and archival theories left

deep Impact on electronic records and file management In
Information technology system

 The first management system introduced In 1960°s. The
concept to store large amount of data. Now, with this

management system in which all data iIs stored folder- W|se
Indicated from Its name.




A Brief Historical Overview

Web-enabled Database Interface (1990s-present)

Floppy-based data (1990s), thereafter, Portable flash drive was
Invented to store files and transfer data from one system to
another.

Now, Cloud storage Is introduced which made easy to store
files from anywhere and any computer. This helps user from
losing the data or from any data threat with their high-security
methods.

Database center



Archival Theories and Model

 Archival Theory relating to paper-based record
management with Strong accountability mechanism in place.
Hard to manipulation and less prone forgery.

 New Archival Paradigm Theory David Bearman and
Margaret Hedstrom supported the new paradigm and
proposed a new electronic records management model that
emphasizes the need to analyze organizational functions,
define Dbusiness operations and metadata of records,
determine access control tactics, and establish a security
system.



Archival Theories and Model

Life-Cycle Model In response to the growing space problem caused by the
massive amount of records, Brooks first proposed the idea of "life history of
documents" in 1940 and, a few years later, revised the idea into the "life history
of given bodies of records” which Is regarded as the origin of the life-cycle
model. The emergence of electronic records has created debate over the validity

and applicability of the life-cycle model dominated

electronic data. Lacking to deal with electronic recorc
Records Continuum Model.

until emergence of
led to emergence of

Records Continuum Model Is built around four axes: identity, evidentiality,
trans-actionality, and recordkeeping. Digital archiving requires active archival

Intervention to entire records continuum...



Document & File Management in Govt. System
The US, UK and Australia lead the world In archival theories and practices
In their management of government records.

The United States (National Archive & Record Administration)
United Kingdom (The National Archive)

Australia (National Archive of Australia)

Archive Departments (their own methodology as prescribed)

Chapter VI of Balochistan Land Revenue Act, 1967 covers Record-of-rights,
Documents and Periodical Records

Land Records Manual (Punjab’s applicable to entire Pakistan/adopted)
(References hereinafter referred with Clause followed by point)

Balochistan Manual of Secretariat Instructions, 2013 (hereinafter referred as
with Para without point)




Document & File Management in Govt. System

» Clause-19.11:- Papers which form part of the same case or
proceedings Is called file.

» Clause-19.43:- All revenue records consist only of papers
contained In files.

» Clause-19.44:- Revenue records consists of registers
(including statements, returns, lists...) books and files.

Files, these are divided into two classes
(1) Such as consigned to the record room.
(11) Such as excluded from the record room



Classification & Categorization of files

Para-210 (c):

‘Classification’ means classification of files into “Secret”
and “Confidential” [or non of them as routine business
files].

Para-210 (d):

‘Categorization’ means categorization of files Into
various categories on the bases of period for which they
should be preserved.



Classification of Files

Paras-224-228:-
Secret & Confidential

* Files are to remain secret or confidential, they should
be recorded accordingly.

» A separate register for secret and confidential files

* Current and old be locked In almirah keys of Officer
In-charge



Classification of Files

APPENDIX-XVTIT
[ Paragraph 225 ]

CONFIDENTIAL FITES REGISTER

BRANCH
Serial File No. Subject When submitted When Number Remarks.
No. and to whom received back of pages
1 2 3 4 5 6 =




Categorization of files under Land Record Manual

15t Category: Clauses-19.47 & 19.50 Permanent
Files for indefinite period all

categories prescribed

2"d Category: Clauses-19.49, 3.16 (i) & (ii)
preserved for 12 years then to be

destroyed
3d Category: Clauses 7.39 & 7.38(viii) Record for 5 Years

At Category: Clause-19.46 Registers to be kept for 3 Years
5th Category: Clause-19.53 Files 3 months to 1 Year




Categorization of files under BMoSl, 2013

219-223. Categorization:-
Category A: Permanent Record

Category B: Semi-permanent Record can be A
(1e service record)

Category C: Record for 5 to 15 years
Category D: Record for up to 4 years
Secret Files: Discussed above



Category A - Permanent Record

Para-220:-

This category shall include vital records of permanent value, which are
Irreplaceable and have to be preserved with the utmost care.

his requires frequently for reference over a long period of years

(a) Orders on important matters of policy legislation, rules and
regulation;

(b) Files conveying important instruction of a general nature;
(c) Files of historical, academic or public importance;

(d) Files relating to individuals whose importance warrants retention of
their cases permanently; and

(e) Documents such as treaties and agreements




Category B — Semi-Permanent Record

Para-221:-

This category shall include all those files which are not important
enough to be preserved permanently but at the same time
Important enough to be retained for a longer period time
depending upon the extent of frequency of their utility.

Not frequently used for references

Service records of the Government servants should be classified
under this category.

Can be transferred to A Category



Category C — Life 5 to 15 Years

Para-222:-

* This category shall include files which have limited
utility and which may be required for [several] years.

* This category largely depends on the nature and
Importance of the subject, frequency of usage.

» Officer In-charge have discretion to decide as to which
the files should be included in this Category



Category D — Life up to 4 Years

Para-223:-

 This category consist of files containing
correspondence of routine or temporary nature which
are not likely to be required beyond a period of three
years.

* These are retained for a period ranging between one
and four years, given their relative importance and
utility




Life Cycle of File

1. Preparation / Creation of File
Preservation:-

2. Recording / Closing of File
3. Indexing of File

4. Weeding out of file



Creation of File

Para-49 (d):-

Prepare new files, both for correspondence and noting
give a suitable number and title, add receipts label and
make the necessary opening

Clause-19.11. Arrangement of files before they are sent to
record room. This para prescribes the rules relate to the
compilation of files, such as, inter alia, Papers which form
part of the same case or proceedings... should first be
brought together.



Creation of File

File Opening Date

Subject-wise Opening Files (Calander Year) I.e.
Rainfall, calamity, damages, registration, mutation,
village-wise details, stamp duty etc...

Employees’ Personal Files

Budget:-

Head of Expenditure-wise (FY-wise, audit)
Head of Revenue Collection-wise
Procurement




62
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Creation/Opening File

The number on each file will indicate:-

(a)
(b)
©
(d)
€

The number of the file enttled "Recruitment of Staff” will, theretore, be for example:  Junior

Clerk

the Section or Branch to which the file pertains;
the serial number of the sub-headings;

the serial number of the file;

the vear in which the file is opened; and

the name of the department in an abbreviated form;

No. 5.0.(Services-V)/1-3/2013-58& GAD



Creation of File

1. No.

2. Section Brach

3. Serial Number / Sub-Heading
4. File Year 1 =
5. Name of Department Abbreviated ||
6. Place of office '




Creation of File

No0.S.0.(Services-V)/1-3/2013-S&GAD/

1. No.

2. Section Brach

3. File Serial Number / Sub-Heading
4. File Year

5. Name of Department Abbreviated



Creation of File
N0.S.O.(Services-V)/1-3/L_eave/2013- S&GAD/lll 123

No. S.0. -
. Section Brach (Services-V)
File Serial Number / Sub-Heading 1-3/Leave
File Year 2013

Name of Department Abbreviated S&GAD
Dispatch No. 111-123

. Vol-I

~N o Ol D=




Preservation of File

Para-210 (1):-

Definition:- Preservation of records includes recording,
Indexing, printing, classification and weeding of files. It Is
continuous process and not completed unless properly

recorded.



Recording of File
Para-210 (2) (a):-

‘Recording’ means the process of closing of a file after action on
all 1ssues has been completed

Para-211:-

Read notes and correspondence and verify that no further action
remains to be taken

Take extracts of important orders, decisions, advice, etc; for
Incorporation in the reference register

Officer Incharge checks and satisfies himself that all pages are
complete and intact




Recording of File

You can remove and destroy all unimportant papers
Means that action has been completed.

Decide about future of the file.

Transferring to Record Room, If it Is decided.
Write crossed with Closing Date

Indicate Its category [ A,B,C,D]

Indicate In which year it Is to be destroyed [B,C & D
files].




Indexing ot Flle
Para-210 (2) (b):

‘Indexing’ means preparation of index slips for each file and
ultimately an Annual Index of the files of the Department

Paras-213 to 213:
Explain about indexing and its cards

Clause-19.11. Arrangement of files and the rules relate to the
compilation of files. Sub-clause Ill. — The list must be drawn up as
the case proceeds and each paper entered In the proper column of the
Index.

Index Register for general files, registers, books and maps, and Index
of litigation cases containing columns with Name of Parties, Nature
of Cases, Subject, Court, Counsel, File No. and Result




Weeding out File
Paras-210 (2) (e) Definition:-

“Weeding’ means sorting out and destroying of those records which have
outlived their utility and need no longer be preserved. Register recording
disposal of files

Paras-230 to 234:-

231:- Starting from January each year the Section Officer will undertake an
exercise for sorting out files out for destruction during that year. He shall prepare
a list of all such files.

232:- Prior approval of his higher ups

233 (b):- Procedure of weeding/destruction of files / records due for destruction;
Secret & confidential files and papers shall be burnt under the personal
supervision of the Officer In-charge; Other files to be destroyed shall be
effectively torn and disposed of as ordered by the Government from time to time.




Clause-19.12:- Weeding out File

... be disposed of by the Moharrir In-charge of the files/records in a
manner laid down second column. The destruction should be carried
out by the moharrir in the presence of the district Kanungo and of
Tehsildar or Naib-tehsildar in tehsils.

Clause-19.16:-

[Register] Particulars showing the date of destruction - Most of the
records filed in Land Records Office are of permanent nature. As
regards the destruction of khatauni with fard, partal, chitha
wajib-ularz, chitha hquq chahat, chitha shajra nasab and sheets
of rejected mutations the record-keeper (naib-sadar kanungo)
will make such arrangements that each document is destroyed at the
proper time. The particulars for the destruction of kuliat file will be
noted on the fly Index.




Weeding out File

Clause-19.29:- Destruction of revenue files and registers

Clause-19.30:- Destruction of records, how to be carried
out - All records and registers liable to destruction shall be
destroyed as soon as the period for their retention has
expired

Clause-19.31:- Detall of the destruction procedure and
responsibility of recordkeeper (naib-sadar Kanungo)

Clause-19.53:- Destruction of papers which do not come
Into the Land Record‘s Office -




Weeding out File

APPENDIX XV
[ Paragraph 212 (b) ]

REGISTER OF FILES DIUTE FOR DESTRUTCTTCOMN

Y ear of Destruction

(INew Page for every year)

Serial File No. Subject Classification Date of Remarks.
MNo. assigned Destruction
1 2 3 4 5 6




Requisitioning Files from Record Room
Normally recorded files will be kept in the Section concerned

for 3 years from the date of recording.

In the month of January following the year in which the 3
years' period expires, the Section Assistant shall prepare a list
of files to be transferred to the Record Room.

He shall transfer the files to the Record Room and obtain the
signature of the Officer In-charge on one copy of the list In
token of having received the files.

No files kept in the Record Room shall be allowed to be
removed from It except against proper requisition slips signed
with date by the officer requisitioning the file.



Requisitioning Files from Record Room

Clause-19.18. Issue of files from record room - Files
required by a court should be accompanied by a

requisition in the form R-8.

The district kanungo should comply with only those
requisitions which are made In accordance with the rules

referred to above.



File Processing
* ‘File Processing’ starts with paper.

* Every official action required to be processed on paper
 Every official decision required to be processed on paper

 Papers form part of the relevant files



What is difference ?

Paper received by you.
Paper recelved by your office.



Ensure that paper has been received by your
office, not by vou.



Government has made a proper system
to this effect

Paper Recelving System



Paper Recelving System

Every office Is required to establish this section

Receipt & Issue (R&I) Section
or
Receipt & Dispatch Section
or
named as Central Registry



Paper Recelving System

A Deputy Commissioner has received an application
during his visit to a village.

What should be the procedure to make it: ‘officially
received’?



Paper Recelving System

As DC, suppose you have handed over this paper to your
PS/ personal staff officer, who has further handed It over to
the subordinate staff.

Subordinate staff has forwarded It to the concerned section.
The concerned section has processed It for your/DC’s
approval.

Is this paper properly received and processed?



NO



Paper Recelving System

DC staff may recelve such papers.

These papers shall be handed over by the DC staff to the
R&I Section for diarizing.

R&I Section once diarized will send it back to the DC
staff (if 1t is addressed to DC).

DC Staff will receive it and diarized it and show it to
the DC, who will mark it to the concerned section.

The concerned section will receive diarized it and
process(examine) it for approval of the DC.



Paper Recelving System

* Recelpt & Issue Section
 Coming In and Going out of Papers in a public office
shall be through one place (R&I Section)

1.  Receiving (in) from outside
2. Distribution (internal)
3.  Issuance (outside) from internal sections



Paper Receiving System

Outside
Offices

Own Head
Office...



Outside Issuance

Public/
Courts

Admn.
Section



Paper Recelving System

Person and paper should be separated.

Not everyone Is allowed to see an official file.

Receipts addressed to an officer shall be sent to him
unopened by R&I Section.

By name receipts to be received by officer himself or by his
staff.

By-name receipt shall not be opened by staff unless
permitted.



Paper Recelving System

All other covers shall be opened in R&Il Section or Central
Registry and sorted out ‘section wise’.
All receipts to be stamped showing the name of the office and

date of receipt/ diary number by R&I Section.

Place a complaint / suggestion box there.

Complaint/Suggestion




Diarizing and Disposal of Recelpts
15t Stage: Diarizing by R&I Section
2nd Stage: Diarizing by the concerned section

d:z

itan.

S
O(I{(‘g~1) F-D 5
3 A A

.....
------

Clause-3.48-B Recelpt Books/[Register] (each Putwari Is responsible)

Clause-3.49. Entry In diary (revenue records, persons, fee, rates)




Diarizing and Disposal of Recelpts
Inter- office Receipt and Issuance System ( from one office

to other)

Within office receiving (R&I Section is not involved)

The paper received from R&I(outside) or from within office
will be secrutinized for (being relevant) or

returning ( being irrelevant)



Diarizing and Disposal of Recelpts
Documents not needed to be diarized In a section

* Circulars

* Press cuttings

* Anonymous communications
* Applications for casual leave

» Stationery requisitions



Diarizing and Disposal of Recelpts
* Once the paper I1s owned (received and diarized In your
section), it will require disposal by your office.
(whether remarked by higher ups “pl. process” or “pl. examine
and put up” or sent without any remarks
* All receipts shall be placed Iin a “Dak Folder” and placed

before the officer by the Section Assistant.



If you recelve dak folder what will you write
on the receipts?



Diarizing and Disposal of Recelpts

-Going through carefully the papers the Officer will give
directions... like

Please process.

P|. examine and put up.

Put up please.

t up on the file please.

Put up with previous ref.

It relates to some other section...

SO WNE
U
LS



No approval or rejection on a receipt
(F.R./PUC), unless it is placed In a file.

If so, seek confirmation.



Time Limits for Disposal of Cases

Para-2(e):- “Case” means a particular matter under consideration includes all

papers required to enable the matter to be disposed of...

Para-69 (a):- Urgent and be disposed of within 48 hours

APPENDIX-XXII: 1(3):- Disposal of cases determines performance of an officer

Para-51. If SO is unable for any reason to dispose of a paper within a week, he

shall take it personally to his Superior Officer and obtain his instructions or

guidelines



Time Limits for Disposal of Cases

Para-/(c):- Subject to time limits fixed for the disposal
of various categories of cases (Appendix-I), a Section
Officer shall deal with the most of the communications
received In his section within a week of their receipt.

Immediate and urgent cases are to be disposed of within
24 and 48 hours, respectively of their receipt:



Time Limits for Disposal of Cases

23 "1The pertods ol himmnauon prescribed lor various kinds ol appeals, etc., Are as under:-

No. of article of the first Schedule to the Limitation Act, 1908, or other
relevant rule and description of appeal or application.

Period of Limitation

151 From a decree or order of a High Court in the 20 days
exercise of its original jurisdiction.
152 Under the Code of Civil Procedure to the Court of 30 davs
a District Judge.
156 Under the Code of Civil Procedure 1o High Court. 90 days
158 Application to set aside or to get an award remitted 30 days from the date
for reconsideration of filing of the award. of service of nouce
161 For a review of judgment by a Court of Small 15 days
Causes.
162 For a review of judgment by a High Court. 20 days
164 Application by defendant to set aside a decree passed 3C days.
Ex-parte.
178 Application for the filing in court of an award. 90 days from the date
of service of notice of
making of award.
Order XIII For petition for special leave to appeal to the | 30 days where leave to
Supreme Court Supreme Court. appeal is refused by the
Rules 1980 High Court otherwise

60 days.

Order XII Rule 6B
Supreme Court
Rules, 1980.

For appeal to the Supreme Court where certificate
of fitness is granted by High Court.

30 days from the date of
grant of certificate.




Time Limits for Disposal of Cases

APPENDIX-T
[ Paragraph 7 (©) ]

TIME LIMITS FOR THE DISPOSAIL OF CASES AND REFERENCES
CONCERNING GENERAI ADMINISTRATIVE AND FINANCIAL

MATTERS WHICH AREFE COMMONTO AII DEPARTMENTS

S. Case Time Limizs Remarks
No
L Seen or filed cases which do not mvolve Same day
reading of previous references.
2. (1) Policy circulars and Same day
Instructions ctc., scen or filed.
(11) Acknowledgment cases. Same day
< ¥ Scen or filed cases involving extensaive One weck
reading of previous references.
4. Routine cases requinng short notes in
which no reference o rules or One weck
regulations i1s required
5. Routine cases requiring short notes and One weck
drafts in which no reference 1o rules or
regulations 1s required
6. Cases:=- 2 Wecks
() requiring references to rules and
regulations, or other routine
references to other departments.
{11) not requiring reference to rules
and regulations but requirning One Week
lengthy reading and noting.




Time Limits for Disposal of Cases

(11) not requiring reference to rules
and regulations but requinng One Week
lengthy reading and noting,

7. | Cases requiring application and 3 Weeks
interpretation of rules and regulations
involving lengthy reading and noting

8. | Cases contaming recommendations for | No realisuc limnt 1s
modification of policy or cases referredto | possible. 1 to 2 month
otherdepartments except those of routine | approximately.

nature
9. | Cases involving of policy. No realistic limut 1s
possible. 1 to 2 months
approximately
10. | Preparauon of working papers, | Maximum 2 wecks.
proceedings of meetings and conferences
11. | Penodical returns, Statements:- 3 days.
(1 Seen and filed
(11) Scrutimized and commented 2 weeks

upon.




Time Limits for Disposal of Cases

{111) Consolidarted and submatted 1o I month.
authorities concerned.

() Prepared after collecuing dara, No realistic limamir  1s
submitted to authorities possible. 1 to 2 month

concerned.

approximately. and
above depending on
the dare prescribed for

its submissaon.

12, I cave cases (other than casual leavel) Sancrtion should issue
within 2 wecks of the
receipt | of complete
papecrs.
13. cases imvolving examimnation and disposal 1 month
of appecals, representations, and
memortals,
14, Screening pancls for promotuon, 1 to 2 months,
confirmanion. scholarshaps, fellowships,
training ctc.
15. Promotion casces 2 months.
16, Uniform/ liveries cases I weck
17. Creanion of new posts All posts provided 1n In case of educarional
the Budgert should be inmstutution case should
sanctioned wathin 1 be taken 1o sece thar the
month of the posts are filled before
communication of the the starr of academac
budget grant by SesSSIOn.
Finance Department
18 Adhoc appoinuments 1. Vacancies should be imtmated to the

competent authorty within 15 days of

their occurrence

> Vacancies should be filled on adhoc basis
subject to policy enforced:-




Time Limits for D

Isposal of Cases

335, Ascermbiv Ouestions, sarTue cdaw.

5% Casex relaszrng to sescurity rmeasaares 1 so» 2 day =

35, Completion/verzsfhication of Service Boalaes. 1 weelc,

56 Verification of Service. 1 wweelc

= v Tizle v Jearve. I weclc

3. Frxation of pay O e rrzomeh

39 Preparataoss of pay ball< Oz Wee3c

40. T A Ballkc O e Wenelc

3131 AMeoedical ressnmbur<sesmierst clazrms Sancrtion shoumld 1ssuae
=iz hizrs tover el of che
recoeipt o f cosnplete
pPapeTs.

3= A cdvarsce— Sancuon shouald e soormedd
itz 2 weselks of the
receipe of oaudvices froan
thhe Aaaciic O Hacer

23 Final payrmene of G P, Foasd M ccountant General
shonzld avrt bncoaisce fzr=zl
pPayIment watlhhan a moath
= tEre receIips £
IISLITTIAL ICHTR alomxgwath
Decesscar v certxfacate~ froan
thhe conoermed guearterx

45 (2) Gram of pensacoe: (1) Acrtzon shall be The pemsion papers wall

mmstiatexi oase yvear before
thee cddate of retizermeme of
thee Gont: Servamsx

| S imztiated and
coempleted by the Flead of
Departrasemie

G Applicatuoa o Forzx
FPen-3 w3l bBe obtamed
fromm the retirimg Cowr:s
Servant six rmuoechs befoare
hix retirsrysemiz or <oaz the
dx: h.c pn)cmh_’ =] -3
IPR aoxi forsardsd o
thae Aaacise Ofiace foa 1ssase
of PPCO aftcer coaonpletzmgg
Secticom= & axud 7 of the
Focz:

Anrached Diepasrtrmenis 1n
the case of garetsted afficer
=racl by thne FHead of
OHzoe 1 the case of noo-
smarettexi (Gove- Sezvants

b TN D il Baas aasteadert e



Time Limits for Disposal of Cases

() Contingent Register
() T A Account Reguster Twace a week
{(iv) Medical A/C Regaster

v} Permanent Advance Regzster.

Twice a week

80, Hinng of typewnters’ purchase and One week
condemnation of typewnters.
8L Cases regarding writing off of unserviceable Two weeks
stoces / stocks.
82 Repazr of Typewrnters, proters and 7 davs.
computers.
83. Purchase and dstrmbuatson of consumable 2 davs.
articles
B84 Checking up of schedules of payment. One week.
85, Monthly Expenditure Staterments< S davs
Bé. Varnous Penniodical Reports and Returns, 1 week.
87 Dispaosal of Auadn Objection, Drah By the target date fixed
Paras/ Aundie and Inspectaon Notes. by Audat in each case.
BS. Budget proposals As per Budget Calendar.
89 Distnnbution of Noo-Developmental Budgee 15 days from the date the
budget gramt = recerved
from the Finance
Departmenst.
90. Distnbution of Developmental Budget. By the end of Auvgust Finance Department

oWVeETryY year.

shoald release the Badget
grant by the end of July
ar the latest.




File System

No officer and his/her office Is without file

No paper will be disposed of without a relevant
file

File System means Paper Disposal System

04 Stages of Disposal System in Government



Paper Disposal System

Paper is
examined

[Junior Officer]
N Paper is placed
Paper

(Section Assistant) Decision

by authority
[Senior Officer]

Decision is
conveyed

[Junior officer]




Why disposal not on a receipt/PUC itself ?



File System

*Decision should be made after proper deliberation
(application of mind, data, discussion & analysis)

due diligence (accountability)

 Decision Is required to be expressed and structured



Parts of File

» Correspondence Part

» Noting part (decision making part)

* Evidence/ rules etc. for decision

* Disposal of a papers on the Noting Part of a file



Noting Part of File

» Qutside the folder, some papers are placed which are used to
write brief facts of the case / proposal of its disposal in order to
get approval from the senior authorities

» Para Numbering

* Main file consists of Correspondence Part, and Green Note
Sheet Is Noting Part of a File




What Is meant by
para-4/n, para-4/N, para-4/S, para-4/M



Face of File

Observe an office operational file and what Is
written on Its front cover.

g o

FINANCE DEPARTMENT

Subject:




S 01k Wi

Face of File

Department / Office Name
Department / Office Logo

File Number

Subject of File

Volume of File

Categorization of File (A,B,C & D)




Kinds of File

1. Main File

2. Part File

3. Routine File
4. Duplicate File



Main File

* |t Is regular file regarding some official matter.

* It Is allotted a specific file number.

*On a particular matter only one file I1s opened, not two.
 Every case Is decided on the malin file.

*|f It 1S away, It Is traced / retrieved and case IS put up
on It.



Part File?



Part File
Para-64:-

* New file may not be opened unnecessarily. The opening of part file
should also be avoided as far as possible. A part file may, however,
be opened when the main file is not likely to be available for some
time, and action on a freshly receipts should not delay. Contains
distinct number to indicate its relation with the main file.

* |t Is opened when main file Is held up with senior authorities.

* |t carries the same number of main file but addition ( Part-1, Part-11
etc.)

* It IS merged with the main file.




Numbering Part File

No.BCSA/DS(R) 21(21)/MCMC/2024/(Part-1)/
More than one Part File
No.BCSA/DS(R) 21(21)/MCMC/2024/(Part-11)/

New Noting Paras as well as New Page Numbering after
merging of part file and main file.




Merging Part File with Main File

Two ISSues:

1. New page numbering

2. New noting paras
\\205
\\126

1. Part file pages are place in the main file.

2. Part file pages are not erased but crossed (with single line).

3. New page numbering iIs allotted in continuation of main file

numbering both in pages and Note Sheet.



Routine File

Para-8o:-
*|t IS opened when some other office file comes to your
office for comments/opinion/ consultation.

* Your office will open a new file for internal working and
approval of the departmental comments/opinion.

 After approval of the competent authority, the comments
will be noted down on the other office file and IS

returned.



Duplicate File

* In secretariat instructions, there i1s no mention of duplicate file.
* If a file Is misplaced, then its enquiry is Initiated.

 After enquiry and fixing responsibility on some one, approval
from the competent authority Is obtained for opening of a
duplicate file.

* Duplicate File and Part File are two different things.
* Instances of losing personal file.



Duplicate File

* For opening a Part File, approval from the senior authority Is
not required but Duplicate File I1s opened after enquiry/fixing
responsibility and obtaining approval from the competent
authority.

* It carries file number of the misplaced file but bracketed with
word (Duplicate).

* Previous papers are collected through different possible
sources: other office files, other offices, the complainant, etc.

* When main file is recovered, the duplicated file is merged with
the main file.



Use of Labels on File

1. Residence
2. Immediate
3. Priority



Residence

Para-195 (a) (i1):-
Residence : It will be used for files or papers

which Is necessary to send to an officer’s residence

after office _hours [i.e. weekends or during
Holidays].




Immediate

Para-1387:-

Immediate: Cases are labelled “IMMEDIATE” shall
be sent to the residence of the officer concerned after
office._hours and on weekends or holidays, If
necessary.

Conventional practice Is using Red Pen



Priority

Para-191:-

Priority: Priority reference should be separated from ordinary
recelpts as soon as they are received in the Receipt and Dispatch
Branch or Section concerned and should be diarized and

transmitted at once

Para-194:-

The officer submitting priority cases shall vigil, personally
remind higher ups that such case Is being unduly delayed.




Administrative Decision-making Procedure

*Decision making Is fundamental procedure In
Institutions of a state

* Administrative decisions are taken through ‘Noting on a
file’

Learning ‘Noting Skill’ Is a key to become a competent
decision maker.



Administrative Decision-making Procedure

* The officers of every service are required to take decisions.
* Their decisions must be ‘decisions with reason’.

* Their decisions must be In written form.

* Their decisions must be on a file.

* Thelir decisions must be In the Noting Part of a file.

 Their decisions must be In accordance with the Instructions
regarding Noting.




Administrative Decision-making Procedure

#3. The object of a note is to supply in the most concise, correct and clear form the relevant

informaton required for the disposal of paper under consideration. In some cases a mere perusal of the
paper under consideration will be sufficient and no further elaboration will be needed beyond a brief

suggestion for action. When a note is needed, it shall be a presentation of the case in the following

EquEn-l:-l:.'-

(@) the quesoon for consideraton;

(k) the circumstances leading up to i, with brief background and full faces of the case. (The
noting officer should point our any error or mis-statement of facts in the paper under
consideration or in the notes of other Departments);

(c) any rule, regulaton, precedent or policy having bearing on the case. (The notng officer
should discuss their application or otherwise o the question under consideraton);

(d) the points for decision; and

(e) the suggestions for action.



Administrative Decision-making on Note

* When a decision Is to be taken by a superior officer.

First thing in Noting

* Remarks (if any)of the higher authority on F.R./PUC are
required to be reproduced on Noting Portion.

* First Para (Brief background)
« 2"d Para (Facts and previous references)

o 3rd
. 4th
o 5th

Para (Facts of laws, rules, policies, judgments...)

Para (Explicit proposal / recommendation for decision)
Para (Note Is ended as:- Submitted pl. Submitted for

approval of para___ /N above pl. DFA IS submitted, pl.



Administrative Decision-making on Note

On Note Sheet
It 1s signed by the Initiating officer with date ( on right side).

Marking to:
Senior officer ( On left side).

When decision Is approved (Noting Stage), then comes the
stage of Its communication (Drafting Stage).




Forms of Official Correspondence

e Para-107: A written

communication may  take

anyone of the following forms:-
(a) Official letter;
(b) Memorandum;
(c) Demi-Official letter;

(d) Un-official reference,;

(e) Endorsement;
(f) Notification;

(g) Press

Communique/Notes;

(h) Telegrams, Telex and

Teleprinter Massage; and

(1) Office Order.



|_etter

» Para-108. Used for communication with:-
* Inter-Governments (federal and provincial)
* Inter-Departments

 Attached Department

* Public Bodies

* Court

* Private Individuals.



Ingredients Of a Letter
(a) Letter Head,

(b) File Number & Dispatch, Place of Issue, Date;

(c) Name and designation of the Head of the Department or the sender or of the
officer on whose behalf the letter issued;

(d) Designation and address of the addressee;
(e) Subject;

(f) Salutation; (110. Dear Sir)
Start of text: ““ I am directed to refer to....” * The undersigned is directed to...)

(g) Main Text;

(h) Subscription “Yours sincerely” “Yours truly”

For official (optional) for private (compulsory)

(1) signature and name of the officers signing the letter in parenthesis; and

(J) telephone Number of the sender in the top left corner (Appendix-I11 & 111) next
slide.




Format of Official Letter

APPENIDIX- IT
[ Paragraph 109 (j) ]

OFFICIAL I FTTFEFR
Tdlephone No.
of the sender

Numberof letvere oo,
GOVERNMENT OF BAIL OCHISTAN

Name of the Departmene/ Wing.
Date including the place of ssuc.
To:
Designanon and address of the addressec.

Subject:

Dear Sar,

I am directed o (when purportung o issue under

directions from government).

I have the pleasuare 1o (when not purporting 1o 1ssue
under directzons form Governnment).

Your faithfully-,

Signature
(. = INNAME )
Designation of the Sender.

Paruculars of documents antached, 2f any



DOs of Official Correspondence

Format

Subject Proper

Flow

Shape

Professional Language
—acts

Data

Laws / rules /regulations
Sequence

Enclosures




DO’NTs of Official Correspondence

Delayed Response
Informal Language

Ambiguity and Vagueness

Too Lengthy (unnecessary information)
Abbreviations or Acronyms without explaining
Tone and syntax be rough

Unbecoming / personal level



Thank you

Q&A

Rehmat Ullah
ullah.rehmat@hotmail.com
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