Office procedure:

Dak & File management
Foundation Course - 94

K S Samarendra Nath

Former Director, Ministry of Steel &
Former Joint Director & Faculty Member, ISTM, MoPT
samar239@gmail.com
9899221822



mailto:samar239@gmail.com

Dak Management



CR Section and other section

-

e Different . CR Section
Sections in

office
e S

N

{- CR Section




CR Section

* A section or unit within a department

e Junior Secretariat Assistant(JSA) and Multi Tasking Staff
(MTS) are posted in this section

* Responsible for
* Receipt of dak
* Registering dak
* Distribution of dak among the sections and officers as per the
‘work allocation chart’

* Converting physical dak into electronic document, if necessary



CR Section










Dak

* All communications received or issued by a department
* Received in a centralized section
* Called Central Registry



Receipt, PUC and FR

* Receipt is a ‘dak’ received in the concerned section or the
concerned officer

* PUC: Paper Under Consideration. It is a receipt pertaining to
a case, the consideration of which is the subject matter of
the case

* FR: Fresh Receipt. Any subsequent receipt on a case which
brings in additional information



Email, SMS and WhatsApp

* Email received in the Department are downloaded centrally and
e forward the section or officer concerned.

* Emails addressed to Ministers/Officers will be downloaded by them
or their personal staff

e SMS and WhatsAPP are also used to communicate with citizens.

* |Issue of formal guidelines on SMS and WhatsApp are under
consideration



File Management



What is a ‘File’?

* Collection of papers
* On a specific subject
* With an alpha-numeric code

* Has one or more of the following parts:
* Notes portion
* Correspondence portion
* Appendix to notes
* Appendix to correspondence



Parts of a file:
Notes & Correspondence portions

* Notes Portion
* Portion containing the ‘notes’ or ‘minutes’ recorded on a case

* Correspondence portion
* Portion containing the ‘receipts’ & office copies of ‘issue’
* Also self-contained inter-departmental notes



Parts of a file:
Notes & Correspondence portions

211
Note # 234 HNT INhIN
Heled & AEATHRY CPWD & SoTe $idee THIH HLIT 6 : " Improvement of internal sewer and 16955/2019/CPWD (C) SIS SEN 301 S
drainage system and recycling of treated water " im mffmm mm mmm 'H'\Tﬁ' qﬁma:ﬂ HSdA
T L T 0 O L8 T S 3R SR & T 3 SE 4 D= ol fAmior fawmT
adaT R Rl P ¢ UG WHRTR 9a9, ALaATRIHIADIEH AI—248179
RATY 0135—2636982 Coilhaw 0135—2636983
9 : eecivilmpd@gmail.com
1. |Proposed expenditure to be incurred Rs.40,96,500-00 i .
2. |Fund approved for FY 2017-18,2018-19 & 201920 | Bs. 4,25,00,000-00 TP — 23(2)/ AHHA/19-20 ( €42 fRAi® : |0.06.209
3. |[Sanction issued by Estate Section during FY 2017-20 (A{ Bs. 3,35,61,731-00
on date) QEI—CIT 1}[
4. |Other proposal under submission for vetting and approvall Bs. 43,36,069-00 % aﬁﬁa W‘
(other than SI. No. 1 above) ( ) o
5. |Balance available (excluding Sanction issued and othey Bs. 46,02,200-00 1.9 ATRTY SFBTGHI
proposal submitted for vetting/approval) Iﬂi’@[ [
6. |Expenditure informed (as on 30-06-2019) Bs. 3,31,26,412-00
fd¥a—  Providing Storm water drain with R.C.C perforated drain cover
Paae.65 and water sump to collect the water at Happy Valley Ground at
LBSNAA, Mussoorie.
TS FeeT v, 309 B v e !
31/07/2019 7:15 PM
JAGDISH PRASAD BAHUGUNA L
i A SR BRI BT YRS A el «rTd T 40,96,500/- 7151 5.00
Note # 235
e LA 7 S A B girerd geye @dl Afed o | I8 fHRT & Hem Siffem & yemafe rgAf
01/08/2019 4:54 PM Tqq wWafa & forv ufta fear g
NAVNE?‘PAND)? { o9 2 £ ST YET 2 | SSUIS PI G2l TER%‘]_H IEEEL
AD(NP 2
Note # 236 2%l die H fdhar T glm(&m%ﬁﬂﬁmiﬁw NIREZ Cﬂﬂﬁlaﬂ Udq
IFA/ACCTS #J vetting & T e,
02/08/2019 5:46 PM
Vidya Bhushan
(DD(VB))

Note # 237



Filing of papers

* Papers are punched on the left top corner
* Filed in a chronological order
* Tagged into the appropriate portion

* Both the ‘notes’ portion & the ‘correspondence’ portion are placed in
a single folder

* Left side of tag in the notes portion tagged into the left side of the file
cover



Filing of papers..

* Left side of tag in the correspondence portion tagged into the left
side of the file cover

 Different manners of filing papers:

* Latest on the top; or
* Latest at the bottom

* Uniformity is to be maintained in filing of papers in any office



Filing System - Exercise

* Kindly peruse all the documents in packet

* |dentify —
* the noting side documents and
* Correspondence side documents

* Arrange all the documents chronologically into a file



File numbering system

* Necessary for convenient—
* |dentification
* Sorting
* Storage &
* retrieval

* Types of filing system
* Conventional system
* Functional filing system
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Conventional system
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Volume of a file

* When the notes & the correspondence portions of a file becomes
bulky, a second volume of the file is opened

e Bulky: 150 pages
* Against the 15t one, the suffix ‘Vol-I’ is added

e Originally ‘11011/1/2008-Admll’; after opening 2" volume
‘11011/1/2008-Admll-Vol-I’

* Opening a new volume does not mean giving a new number!



Part file

* When opened —
* Main file under submission
* Need to process another FR urgently; or
* Need to consult two or more Sections simultaneously

e Part file consists of —
e Receipt & notes thereon



e- File



e@ffice

A DG A, W AR AL B TION

Receipts (+)

Files =)
» Inbox

Submitted Files for
Closing Approval

» Created
-+ Drafts

-+ Completed
» Parked
» Approval Requests
» Bulk Closing
» Closed
+ By Me

Submitted Files for
Reopening Approval

} Sent

b Create New

» Create Part

» Recycle Bin

b Initiated Action

Migrate File [+]
Dispatch (=]
Dispatch [+]

DSC (+)

eFile version5.5_09

Date Range : 09/06/2014 To 08/09/2019

.. Vidya Bhushan DD(VB)__ ~

st | ) @ @

View | Create Part |

- v ﬁg_mpﬂ ~ File Number

| H E 6349 D-24013/2/2018-EST

B E 5534 A-50/8/2017-EST

| M E 6805 D-11014/3/2014-EST-Part(1)
B E 4417 A-50/5/2015-EST

| EM E 5453 D-11011/1/2017-EST

B E 6804 D-11030/3/2019-EST

| M E 3065 D-11030/16/2013-EST

| W E 3003 D-11030/9/2013-EST

| W E 4252 D-11014/8/2011-EST-Part(1)
| WM E 803 D-11014/4/2011-EST

| m E 827 D-11011/6/2011-EST

| W E 6843 D-11030/5/2019-EST-Part(1)
| EM E 5453 D-11011/1/2017-EST
LEGEND Priority [l Out Today

Yellow Note

Il Most Immediate

Subject

~ Sent To

PAYMENT TO BVG FOR HOUSEKEEPING SERVICES WEF

16TH ...
TuET-TeHT Werma g9-ad IfAfd (E-LACM) & 4.

ALLOTMENT OF RESIDENTIAL ACCOMMODATION TO
RESEARCH...

Khelo India- Upgradation of Sports Facilities Sche...

Purchase of Diesel & Running of Central Heating Sy...
RMO Sub-station, DG Sets, Wet riser, Fire Alarm Sy...

Conversion of works sanctioned under Non-Plan to P...

PROVIDING OF AUGMENTATION OF WATER,
ELECTRICITY & ...

ALLOTMENT OF ACCOMMODATION AFTER
RETIREMENT, TRANS...

ALLOTMENT OF RESIDENTAIL ACCOMMODATION TO
FACULTY ...

ALLOTTMENT OF OFFICE ROOMS TO THE FACULTY
MEMBERS,...

Construction of New Auditorium at foot Print of ol...

Purchase of Diesel & Running of Central Heating Sy...

B Immediate

External Files

,5 Action Initiated

BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
P Amudha

BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH
P Amudha

BHAIRO PRATAP SINGH
BHAIRO PRATAP SINGH

BHAIRO PRATAP SINGH

4 Other Depa

~ Sent on

* Currently With

06/09/19
07:04
06/09/19
07:03
06/09/19
07:02
06/09/19
07:02
06/09/19
07:01
06/09/19
07:01
06/09/19
07:00
06/09/19
04:05
05/09/19
12:40
03/09/19
06:01
03/09/19
06:00
03/09/19
05:59
03/09/19
11-28

rtment

BHAIRO PRATAP SINGH,FACULTY

BHAIRO PRATAP SINGH,FACULTY -

BHAIRO PRATAP SINGH,FACULTY
BHAIRO PRATAP SINGH,FACULTY

BHAIRO PRATAP SINGH,FACULTY

BHAIRO PRATAP SINGH,FACULTY -

P Amudha,FACULTY

BHAIRO PRATAP SINGH,FACULTY -

AWADH DABAS,ESTATES
P Amudha,FACULTY

AWADH DABAS,ESTATES

RAVINDRA KUMAR
PRAJAPATI,ESTATES

BHAIRO PRATAP SINGH,FACULTY -

[Zr Files with Draft

[} Draft Note

Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action

Initiate Action

v v



e@ffice

A DG TAL WOARPVACE BOLUTION

eFile version 5.5 09

Submitted Files for
Closing Approval

» Created
-+ Drafts

-+ Completed

» Parked
» Approval Requests
» Bulk Closing
» Closed
-+ By Me

Submitted Files for
- R
Reopening Approval

» Create N
» Create Part
» Recycle Bin

» Initiated Action

Migrate File (+)
Dispatch [+]
Dispatch (+]

DSC [+]

Date Range : 09/06/2014 To 08/09/2019

.. Vidya Bhushan DD(VB)

st 1 ) @ @

View | Create Part |

— . Computer
No

6349
E 5534
6805
E 4417
5453
E 6804
E 3065
E 3003
E 4252
803

E 827

E 6843

| BN BN BN BN BN BN |
m

E 5453

LEGEND

* File Number

Priority

D-24013/2/2018-EST

A-50/8/2017-EST

D-11014/3/2014-EST-Part(1)

A-50/5/2015-EST

D-11011/1/2017-EST

D-11030/3/2019-EST

D-11030/16/2013-EST

D-11030/9/2013-EST

D-11014/8/2011-EST-Part(1)

D-11014/4/2011-EST

D-11011/6/2011-EST

D-11030/5/2019-EST-Part(1)

D-11011/1/2017-EST

[l Out Today

Yellow Note

B Most Immediate

Subject

PAYMENT TO BVG FOR HOUSEKEEPING SERVICES WEF

16TH ...
TURT-RH W A9 |ifd (E-LACM) & ...

ALLOTMENT OF RESIDENTIAL ACCOMMODATION TO
RESEARCH...

Khelo India- Upgradation of Sports Facilities Sche...

Purchase of Diesel & Running of Central Heating Sy...
RMO Sub-station, DG Sets, Wet riser, Fire Alarm Sy...

Conversion of works sanctioned under Non-Plan to P...

PROVIDING OF AUGMENTATION OF WATER,
ELECTRICITY & ...

ALLOTMENT OF ACCOMMODATION AFTER
RETIREMENT, TRANS...

ALLOTMENT OF RESIDENTAIL ACCOMMODATION TO
FACULTY ...

ALLOTTMENT OF OFFICE ROOMS TO THE FACULTY
MEMBERS,...

Construction of New Auditorium at foot Print of ol...

Purchase of Diesel & Running of Central Heating Sy...

B Immediate

* Currently With

~ Sent To ~ Sent on
BHAIRO PRATAP SINGH gg{ggf 19
BHAIRO PRATAP SINGH gg{ gg/ 19
BHAIRO PRATAP SINGH gg{ gg/ 19
BHAIRO PRATAP SINGH  09/09/19
BHAIRO PRATAP SINGH gg{ g?/ 19
BHAIRO PRATAP SINGH gg{g?/ 19
P Amudha 82{33/19
BHAIRO PRATAP SINGH gg{ gg/ 19
BHAIRO PRATAP SINGH ‘133/ gg/ 19
P Amudha 82{33/19
BHAIRO PRATAP SINGH gg{ gg/ 19
BHAIRO PRATAP SINGH gg{gg/ 19
BHAIRO PRATAP SINGH ~ 0/9%/19

% Action Initiated

2 Other Department

External Files

BHAIRO PRATAP SINGH,FACULTY

BHAIRO PRATAP SINGH,FACULTY -

BHAIRO PRATAP SINGH,FACULTY -

BHAIRO PRATAP SINGH,FACULTY -

BHAIRO PRATAP SINGH,FACULTY -

BHAIRO PRATAP SINGH,FACULTY -

P Amudha,FACULTY

BHAIRO PRATAP SINGH,FACULTY -

AWADH DABAS,ESTATES
P Amudha,FACULTY

AWADH DABAS,ESTATES

RAVINDRA KUMAR
PRAJAPATI,ESTATES

BHAIRO PRATAP SINGH,FACULTY

[Zr Files with Draft

[\ Draft Note

Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action
Initiate Action

Initiate Action

v v



View | Create Part |

Compute
No

File Number

Subject

PAYMENT TO BVG FOR HOUSEKEEPING SERVICES WEF

Sent To

M E 6349 D-24013/2/2018-EST 16TH BHAIRO PRATAP SINGH

E 5534 A-50/8/2017-EST HURT-FRATT WRMHT FH<ad |fHfd (E-LACM) & 4... BHAIRO PRATAP SINGH

B E 6805 D-11014/3/2014-EST-Part(1) ALLOTMENT OF RESIDENTIAL ACCOMMODATION TO BHAIRO PRATAP SINGH
RESEARCH...

E 4417 A-50/5/2015-EST Khelo India- Upgradation of Sports Facilities Sche... BHAIRO PRATAP SINGH

| E 5453 D-11011/1/2017-EST Purchase of Diesel & Running of Central Heating Sy... BHAIRO PRATAP SINGH

E 6804 D-11030/3/2019-EST RMO Sub-station, DG Sets, Wet riser, Fire Alarm Sy... BHAIRO PRATAP SINGH

D-11030/16/2013-EST

D-11030/9/2013-EST

D-11014/8/2011-EST-Part(1)

Conversion of works sanctioned under Non-Plan to P...

PROVIDING OF AUGMENTATION OF WATER,
ELECTRICITY & ...

ALLOTMENT OF ACCOMMODATION AFTER
RETIREMENT, TRANS...

ALLOTMENT OF RESIDENTAIL ACCOMMODATION TO

P Amudha

BHAIRO PRATAP SINGH

BHAIRO PRATAP SINGH

[ | E 803 D-11014/4/2011-EST EACULTY ... P Amudha

m E 827 D-11011/6/2011-EST ALLGTTMENT OF OFFICE ROOMS TQO THE FACULTY BHAIRO PRATAP SINGH
MEMBERS, ...

[ | E 6843 D-11030/5/2019-EST-Part(1) Construction of New Auditorium at foot Print of ol... BHAIRO PRATAP SINGH

[ | E 5453 D-11011/1/2017-EST Purchase of Diesel & Running of Central Heating Sy... BHAIRO PRATAP SINGH

& Action Initiated 2 Other Depart

LEGEND W B Out Today Bl Most Immediate B Immediate

Yellow Note External Files



= € F ile version 5.5 09 Search \

p+
p—

Computer No: 2571 File No: D-11030/9/2012-EST [5 Subject: IMPROVEMENT OF INTERNAL SEWER SR DRAINAGE SYSTEM ...
Noting |Correspondenceeferences | Link | Details | Movements | Edit | Send w ore... |

[ Toc | Recent | Al | Previous Notings |

Bl Add Green Note J| = Add Yellow Note # 4 240-24¢ of 244 Note(s) » »

Note # 240

The proposal for providing storm water drain and water pump at Happy Valley
Ground at LBSNAA, Mussoorie at an estimated cost of Rs. 40,96,500/- out of the
budgetary allocation for the Financial Year 2019-20 under the SFC Scheme Capital
No.06: "Improvement of internal sewer and drainage system and recycling of
treated water " has been examined by IFA/Accounts and is being recommended for
approval of the Competent Authority.

07/08/2019 7:34 PM Vidya Bhushan
(DD(VB))

Note # 241

The Proposed work for Improvement of internal Sewer and Drainage in

Happy Valley may be kindly Approved.

08/08/2019 2:16 PM P Amudha
(PROF(PA))
Note # 242
Approved.
08/08/2019 6:56 PM Sanjeev Chopra
(DIR(SC))
Note # 243

116969/2019/EST

— Road —




= eFile version 5.5 09

Search

Computer No: 5950 File No: D-11015/1/2011-EST-Part(1) @ Subject: ALLOTMENT OF RESIDENTIAL ACCOMMODATION TIN SHED, O...

' Noting | Correspondence | Draft | References | Link | Details | Movements | Edit | Send Back | Send | Attachment | More... |

© Al Reporting Officer ( 'Sub-ordinates | JRecent 5

Note: Name of the creator is highlighted in yellow colour.

|
Notify : [ | Email [ | SMS
Set Due Date @

Action Forward

Out Today v

Total 1000 | 1000 characters left.

<>

Remarks

" In Channel  Preferred List

" )Send Back

File Number

+-[_] D-11015/1/2011-EST-Part(1)

Note : Bulk signing maximum allowed characters- 1000000

ALLOTMENT C



Information Management

* File register
e Guard File
e Standard Process Sheet

e E-Office Tools:
* Setting Priority
* Reminder and email/sms notification
* File Movement
* Reports — pendency
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