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WHAT IS NOTING? 

•Process of writing a NOTE 

•NOTE is a written remarks of officers on a 
file 
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WHY NOTING? 

1. To facilitate competent 
authority to take decision on 
a case 

2. To inform officer(s) in the 
hierarchy of some 
development in the case 
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Effective noting 

•One which enables competent authority to take 
considered decisions promptly  

 

•  By using functional approach to noting 

 

4 



Functional Approach to Noting 

S No Category of case Type of noting Example 

1 No noting cases Avoid noting Casual leave 

2 Correspondence 
handling 

Short note: 2 to 5 
sentences 

Seeking or furnishing 
information  

3 Cases of 
repetitive nature  

Standard Process 
Sheet 

LTC, TA 

4 Problem solving 
cases 

Detailed Note Financial approvals 

5 Policy cases Detailed note Education policy 
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Functional Approach to Noting 

• Correspondence Handling case: 

• Where information is to be obtained or sent 

• Normally, the note has two or three sentences 

• For example 

• “PUC is a reference from Ministry of ____ asking for 
details of SC/ST/OBC & Male/Female officers as on 31-
03-2017. We may send the details as in the fair letter 
placed below for signature” 
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Functional Approach to Noting 

• Standard Process Sheet 

• For processing cases of repetitive nature 

• Pre-determined check list to examine a case 

• Examples: TA Bill; Pension etc. 

• Can be developed for cases like, car / computer advance, earned 
leave, pay fixation, forwarding of applications for posts in other 
organisations, release of grants-in-aid, etc. 
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FAN - Exercise 

8 



Structure (contents) of a problem solving note 

1. File No & Subject on top 

2. Context  

3. Issues raised in the receipt 

4. Additional information supplied by office 

5. Statement & analysis of question/problem that need 
decision  

6. Course of action proposed with implication(s) 

7. Authority competent to take decision 

8. Signature of the officer 
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Effective note – study leave  case 

• Identify Different components 
of Note  

• Do you find the note ok? 

• Will you clear the proposed 
course of action? 

• Why or why not? 
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Developing Standard Process Sheet 

• Prepare a Standard Process Sheet for the case above  

• Compare with one model Standard Process Sheet shown.  

• Which one of the two is more effective and why? 
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Noting Skills 

• Check   Facts 

• Supply  Missing facts 

• Refer  Rules/guidelines 

• Suggest   Course of  action 

• Assess  Implications 

• Seek   Decision of competent authority on specific points 
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In class Assignment (evaluated )-  
Write a self contained note for a following case 

• On 19.08.2019, proposal for providing storm water drain and water pump at 
Happy Valley Ground at LBSNAA, Mussoorie at an estimated cost of Rs. 
40.97 lakh was  approved by Director, LBSNAA, as a competent authority, 
under the Standing Finance Committee Scheme titled "Improvement of 
internal sewer and drainage system and recycling of treated water.“ CPWD 
(D15) is to execute the scheme in 4 months. 

• CPWD now submits a proposal for revised cost estimate (RCE) of the 
scheme for Rs 55.25 lakh. The main reasons for cost revision is additional 
work of laying rain water harvesting system.  
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Thank you! 


