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Outline followed from Tappal to Disposal 

1. RECEIPT OF TAPPAL 

7. DISPOSALS TO RECORD ROOM 

 

6. COMMUNICATING DECISIONS 
 

2. REGISTRATION 
 

3. PROCESSING FILE  
 

4. FILE MANAGEMENT 

5. DECISIONS AS PER RULES 



Processing the File 

 Examination of the Proposal 

 Collection of relevant GOs, Acts, Precedent cases, 
Old disposals, etc., 

 Current File  

 Note File 

 Referencing 

 Flagging 

 Linking of Files 

 



Note File 
 Lay out of the file- C.No., Dept, Sub, Ref. 

 1/3rd Margin 

 Right and Left Margin (mirror margin) 

 Page Numbering 

 Para Numbering 

 Every fact stated to be verified with authority 

 



Current File 

 Fly Leaf 

 Arrangement of Papers 

 Page Numbering 

 Referencing 

 



Completeness 
 Answer all possible questions of the matter under consideration 

 Note can be interpreted on its own  

 What is the Issue/Problem? 

 How has it originated the case? 

 What is the nature of the case? 

 Does any part involve any other  Department/ agency? 

 Is there any rule/policy/guideline/precedent available? 

 What are possible alternative solutions? 

 What should be its implications? 

 If not worth detailed examination, is there any standard format? 

 Who will finally take the decision? 
 

 

 



Organise your note/draft 

 Start with your most important and move to lesser important 

 Arrange paragraphs into blocks of information rather than 

scattering ideas throughout the note 

 Keep your sentences short- 20 to 25 words 

 Use headings, if necessary 

 Use bullets or other lists 

 Allow for plenty of white space-a visual break for reader 

 Underline important steps or dates 



 A large number of respondents believe that a majority of 

road accidents are caused by drivers with poor driving skills 

(Abstract) 

 75% of respondents believe that 55% of road accidents are 

caused by drivers with poor driving skills (Concrete) 

 How can you be concrete: 

 Use “such as”   or  Make comparisons between two variables 

 Check Accuracy of facts, figures and words 

 

 

Be concrete, Not Abstract 
 



Coherence linking sentences and paragraphs to express intended meaning  

 Use transitions and connectors 

 Transitions:  

  signposts help to follow your logic, your flow of ideas 

 Ex: however, accordingly, therefore, provided that, so that 

 Sequence: First, second, third etc., 

 Use reference words to connect new ideas with points 

made earlier 

 Ex: this, that, these, those, etc.,  

 

 



 

 

 Subordinating conjunctions 

 Time:   when, while, before, after, till, since 

 Place:   where, wherever 

 Reason:  because, since, as 

 Condition:  if, unless 

 Concession:  though, although 

 Consequence: so....that, that 

 Purpose:  that, lest 

 Comparison: than  



Purpose Examples 
 

To show cause &  effect  Accordingly, because, as a 
result, hence, therefore 
 

To show contrast But, conversely, even though, 
however, on the contrary, on 
the other hand 
 

To indicate time, place or 
order 

Above all, after all, again, 
finally, in the first place, 
meanwhile, next, then 



Why do we write in passive voice? 
 Active: Put action in your verbs 

 The  Commissioner  of Transport has supported the contention of the officer 

 The Finance Department who has been consulted in this matter, has agreed with 

the views of Ministry of Home Affairs, GOI 

 Passive: Reasons:  

 To avoid using personal pronouns- I, You, we 

 When the emphasis is clearly not on  actor but on the acted upon 

 Ex: It has been brought to the notice of the Government.......... 

 The police were given the information (PV) 

 The information was given to the police (PV) 

  



Concise 

 Eliminate wordy expressions: 

 Ex: There are four rules to be observed 

 Four rules should be observed 

 Use a shorter name after mentioning long one once 

 Use pronouns or initials rather than repeat long names 

 



Parallelism 
 Present parallel ideas in parallel form 

 The agenda for the meeting is as follows: 

 Calling the meeting to order 

 Set the date for the next meeting 

 Taking the opinions for the new project 

 Electing new office bearers 

 



Consistency 

 Consistent in tense, in agreement of verb with subject, 

and use of pronouns 

 The attention of the Commissioner, Transport and 

Commissioner, Rural Development is invited to the 

reference cited............ 



Use a variety of punctuation 
 Punctuation marks like gestures in speech 

 Comma (,) 

 STOP, NOT HANG HIM 

 STOP NOT, HANG HIM 

 Semi-colon (;) 

 It can separate items in a list, when these are either clauses or extended 

phrases: 

 Ex: There were several important reasons why the initiative was a 

failure; a serious lack of funds; the unwillingness of many groups to 

participate; and a general lack of confidence in the leadership. 

 



 Colon (:)     

 It introduces a list or points as part of that paragraph 

 Inverted commas (“............”) 

 To reproduce the verbatim orders of officers or rule position 

 dash (__) :  In informal English, instead of a colon or semicolon, 

to indicate that what follows is a summary or conclusion of what 

has gone before; 

 Ex: Men were shouting, women were screaming, children were crying- it 

was chaos 

 Dots (........) : to indicate that words have been omitted, especially 

from a quotation or at the end of a conversation. 

 

 



Finally...........Be Tactful& courteous 

 Noting:  

 It appears that........... 

 It seems that they have not appreciated the importance.. 

 

 Drafting: 

 Perhaps  you won’t object to my suggestion 

 I am sure you will agree with my suggestion 

 

 Your proposal is not clear at all, I cannot infer...... 

 If I understand your proposal correctly, it is what you 
proposed............ 



Commands for noting 

 Check up  : FACTS 

    Supply  : MISSING FACTS 

 Refer  :    RULES/REGULATIONS 

 Quote  : PRECEDENT 

 Suggest  : ALTERNATIVES 

 Assess  : IMPLICATIONS 

 

To Sum up 



Thanks 


