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8. The assistance and advice of the O. and M. Section will always be available to the Cells.

9, 0. & M. officers forming the Cells will generally meet the Chief Secretary once in two
months. The first meeting, however, will take place sometime in October next when the work done in
the intervening period will be reviewed.

L. P. SINGH,
COhief Secretary.

Memo. no. OM|R2-104/55A-6012, dated the 2nd Awugust, 1955, by the Deputy Organisation and
Methods Officer .

Copy forwarded to all Secretaries to Government, all Additional Secretaries to Government,
Inspector-General of Police, Conservator of Forests, Bilar, Secretary, Board of Revenue, Director of
Central Bureau of Economics and Statistics, Deputy Secretary, Political Department and Additional
Deputy Secretary, Appointment Department for information and necessary action.
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(iv)

Memo. no. OM R-204/58—4152, dated the 19th April, 1958, from the Chief Secretary to the Government
of Bihar, to all Secretaries to Government, all Additional and Joint Secretaries to Goverment,
Inspector-General of Police, Chief Conservator of Forests, Ranchi, Secretary, Board of Revenue,
Deputy Secretary, Appointment Department, Deputy Secretary, Political Department, and all
Depariments of the Secretariat.

The undersigned is to invite a reference to the O. & M. Section memo. no. OM/R2-104/55A,—,

6012, dated the 2nd August, 1955, in which it was indicated that the Chief Secretary will generally meet

the O. & M. Cell Officers of the departments once in two months to review and discuss O. & M. matters

concerning the departments of the Secretariat. At the Secretaries’ meeting held on the 16th January,

1958, the question was discussed and it was considered desirable that O. & M. Officers of the depart-

ments should be afforded opportunity to meet, discuss and review O. & M. matters, as often as possible.

It was accordingly decided that a meeting of Cell Officers of the Departments should be held once a

~ month, and that for the first month or two the Relief Commissioner should preside over these meetings

and that later, when the procedure of these meetings gets fully laid down, these monthly meetings of
0. & M. Cell Officers should be presided over by the Secretaries to Government in rotation.

2. The matter has been considered further and it has been decided that such meetings of

0. & M. Cell Officers may be held at least once in three months, or more often, if required and that for

each meeting, the Chief Secretary will nominate an officer of the Secretariat preferably a Secretary, an

Additional Secretary, a Joint Secretary or a Deputy Secretary to Government in a department who
| should preside over the meetings.

3. The undersigned is to request Secretaries to Government and other officers of the Secretariat
to take greater interest in O. & M. matters.

III—2. ACTIVISING O. AND M. CELL

D.O. no, OM/R-201/62—45, dated Patna, the 1st February 1962, from the Chief Secretary, Government
of Bihar, Appointment Department (Organisation and Methods Section).

Subject.—Activising O. & M. Cells in the Departments.

I have to refer to my D.O. letter no. 201/62-12, dated the 15th J anuary, 1962 regarding “Cell”’
meeting in your Department of which I am sure. you would be arranging to send a reply. The O. & M.
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Cells are the agencies through which the O. & M. Section can render technical guidance and help in the
interest of improving the organisation. Unfortunately, however, the cells have not been made as active
as was necessary for want of proper guidance from the O. & M. Section, and it seems, the cells have
_probably lost interest in the objectives for which they were created, 1 shall, therefore, be obliged if
you could give your personal attention towards activising the cells.

2. It would be necessary to hold periodic meetings of the cells where amongst others the
following subjects ought to be reviewed and discussed :— >

(i) Returns, their timely preparation and submission to prescribed authorities—state neat for the
last six months may be put up in the ceils meeting showing due dates of returns and T .
the date on which they have been actually submitted, difficulties in their timely \ ‘
submission and how to overcome them—checking if the returns are correctly prepared.

(i7) Pending lists—their preparation and timcly submission to prescribed authorities —checking

old cases_and how to expedite their disposal—checking if pending lists are correctly s
being prepared by assistants and officers through cross-checking.
(ii3) Delays in the disposal of work—reasons for such delays and how best to avoid it. 'y

(iv) Efficient use of personnel and consideration of labour saving methods and appliances.
(v) Distribution of work at various levels—need for change in the interest of efficiency.
(vi) Departmental organisation and how to improve it in the interest of efficiency and economy,

(vit) Organisation of survey and work studies by cells with a view to fix suitable standards for
each employee in the light of work entrusted to him irrespective of the prevailing
standards which are meant for departmental staffing.

(viii) Imspections— if the prescribed inspections are being held timely and the follow-up action
is being taken. |

3. I have suggested the above subjects for discussion at cell meetings which need not be i
construed as exhaustive and may be supplemented by cell officers in the light of their experiences and :
the particular problems of the department. 'With a view to activise the working of these cells it is better t
if the first few meetings are called in your presence in the interest of giving appropriate lead, and if timely
information is given to me, I may also arrange to attend.

4. It is presumed that proceedings of cells meetings are recorded. They may be sent to the
0. & M. Scction after they are finalised for their information.

5. You will appreciate that such studies by the Cell Officers alone can lead to efficient and
economic use of personnel and it is, therefore, necessary to activise the cells in the interest of better
efficiency.
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dear &l qHo/qH-1036/70/107
fagre gy,

Hgfaqvew afag=g;
( @=3a ud gzfa swat )

e ————

8ar #,
W1 & avft afaa/enge®
awt famrtnwa#_ | A
qzar, fgats 21 Ars 1970 4
fawa :—®rgin & 435 ¥ dfaq @fasral & frogrra 37 frere faad
agreT;

frtamare qF sgar & 5 fafaea faﬁrrﬁ ¥ @93 ua vgfa surar & sreq d@faq dfasey 3
dmfawt gt & saarsT ¥ qar qwar § fF fawrr ¥ g @ey @ ¥ @faard sl 0@ @t § ey fed
fawa qx qewre 1 afan froig 33 § fasia gar wear &1

2—x1al & wver qar awargds fasweT & @gq ) w@we @ fal § fieia w1 @7 fRar qar g0
wrai N frafua o5 & swET § q@ar aEr o oF 93w § 1 @ A% Aa gag § fe faarfila swein &
do% ¥ dfaa dfasral & Wrer foarea 3g smem frare fean s =ifgd

3417 # d3%1 1 gIAT 9T @AFT AU w74-%9 (agenda) afk €7 waTAT T AWW 9T
fawral grar guasy sar 917 @ agt & wifaFd 1 9w 455 ¥ AEm s g wheg § oagh &
aaifasrdt ITqAT d561 §, AMAWHATTAIL, ITAsA @r FI |

favatgsras,
go/- B1gT A
I & g7 qfaT |

Memo no. OM/R-204/58-4152, dated the 19th April, 1958, from the Chief Secretary to the
Government of Bihar, to all Secretaries to Government, all Additional and Joint Secretaries to Governs
ment, Inspector-General of Police, Chief Conservator of Forests. Ranchi, Secretary, Board of Revenus,
Deputy Secretary, Political Department and all Departments of the Secretariat.

The undersigned is to invite a reference to the O.& M. Section memo no. OM/R2-104/55A-
6012, dated the 20d August, 1955, in which it was indicated that the Chief Secretary will generally meet
the O. & M. Section Cell Officers of the departments once in two months to review and discuss O. & M.
matters concerning the departments of the Secretariat. At the Secretaries’ meeting held on the 16th
January, 1958, the question was discussed and it was considered desirable that O. & M. Officers of the
departments should be afforded opportunity to meet, discuss and review O. & M. matters, as often as
possible. It was accordingly decided that a meeting of Cell Officers of the Departments should be held
once a month, and that for the first month or two the Relief Commissioner should preside over these
meetings and that later, when the procedure of these meetings gets fully laid down, these monthly meetings
of O. & M. Cell officers should be presided over by the Secretaries to Government in rotation.

2. The matter has been considered further and it has been decided that such meetings of O. & M,
Cell Officers may be held at least once in three months, or more often, if required and that for each
meeting, the Chief Secretary will nominate an officer of the Sacretariat preferably a Secretary, an Additi-
nal, Secretary a Joint Secretary or a Deputy Secretary to Government in a department who should
preside over the meetings.

3. The undersigned is to request Secretaries to Government and other officers of the Secretariat
to take greater interest in O. & M. matters.
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Heq1 AYo THo AT 2—03]72/228
fagre awwm,
wfansa afaamEy,
(dwz g agfa savan)

¥ar #,
qIEI & o+l sgE af=T )
' qzar, faais 2 =g, 19721

faag —fawritg 1 2 genaea & faq g3 fawrn ¥ dnsT oF qaf &t qowE AT SEC |

AgET,
 faRargare g@ FgA § e fears 17-5-72 #1 g&q qfqa & Fratag 54 ¥ g& aga afwdi @ ofwdl
da% ¥ ug faar< frar am & fawria w1d Y geaaear & fak g2 fawmm & qweT g ggfa ®Y gone sy

CICH

2. g grasg § smawT e fagfe fawm (daza ©d vafy swan) & g gerr 921 feais 5-7-55
(sfafafc dawm) #t iz swgse fear war § faad @ gfadl & argdg fear war ot s & qoq fawra &
Q& G737 ud afa et w1 faain &2 & oF 9 afaw & wwre ¥ @ | i ¥ faw & fagas ar FEiw

qdders ft afenfas @ | @ fasg § gad @@ Y gueq oF qgfa AT QU §AI-EAT 0T agaa fada

fed 7% ¥ qur awt afedl ¥ agde Fem war ar fe 3 e faam § daeT oF gafa Frain &1 afFs qaF
gat faafag &7 § SR d5% gaTd @ife ag wwin freafafes fedl o e s fawrT N MIAF - gAT

2 9% —
1, feqid ud fred Y ga7 9T GA1d U IIFA19H |

2, &HAT g B gHF 9T §AQ QF ITEA09T |

3, faasa fAgm

4. FHAFE] F7 IARHAT ST |

 gwt @ & saarfdl o qnfamfal & @t w1 w1 enafE fGan

5

6 famfa gas7 ud aear ga frasafaar ¥ gfee & gar

7. FawiYa qaET U Fd qETAA a7 NAF wAAQ ¥ fa¥ I9gH FAAIT fasqor |

8. @w 9T Fatay FAO@T g7 Fgacl FIAK |

e qrad § GRI-GAY 9T I ARW frig s M §  Sas) wiaal daww 9 st g1

3. gug'w fadui & ergae aafy gg fawrl & fawnia &% giar & feeg 6T ot Tar mrew ar g
f5 e FiaiT FafewT @ T & T gad g e o qafa ST & asg W gfo ad § o W& g Formwr
geag 7T fEar wat §

aq: @ & wgQg § e fawra § w1 4t gaaear & fad gwsa qgfa A gl AN qAT GASH
ud qafa wiv $1 afga s & @3 fafeaa Fitarg 5@ &Y F0 FL)

fagaraarE;

(e Tay)
30-5-72
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. @A ao o [ATTe—1—069)75—702
fage a1y,
Fifas fawm,
(@57 gd qgfe smm)

————

FTHIT & aw faw

qwt fawrarsae (gfgares & gam)
qaar, i 29 qasaw, 19751

fagq —fawiia—ato gro d3% a1g Aatay, 751

fadmgart aEigeEad #1 sga7 § 5 gew wfew & gais @ u@o 3/uw—1014/72—1191 faais
7 asivar, 1973 (sfafafe d@vq) & s afqal v Qar (3w S @ ar f& § afqad s & wads ag &
ga-draR goarg § qNraT q47 §weA 0 el graee faudl ax oF 95 gAEAT 1 @ o o fagaw
5% ¥ #ar fa=rooig fawg @, 99 oF gt W oy 99 §, oA sfafafy g dasw & ard) § 1 gz Yar
aar ot < § ©% fawrl & gen afaq & ow ofora 51 agmas v @ aff fear omr § ud de% & ot
fasreofty fawa faegal ax fawie famad agf fear omar @

aa: 9974 & f5 gen afvq ¥ o ofqa & arals § aavay, 1975 § 435 gam & F70 &0 9
gar fawrita &l TRe 3% % wFard It oF wfa gw wav@rT F WIA T FIU0 A A0 1 AT A FIFATL
g1 Ft g |

(wtfaaromm)
FFHIT & 99 qf9a

wfrgavew afedEy

#19 g&77 e QFo 3/uR-1014/72-1351 qzar-15; faais 17 94, 7 asftay, 1973

qar #,
avl A1IH

B

avt wg@ qarfasrd

qHTT & gy fawm

s geaed) e dfsar oFf Fdwa w1 gafa o fq=@e of qdar §g @ew & o afas,
Fewnftg sreqet, afeseg & garfasifol gar faaria aesaal & siatag & qaifasifar 71 fafas s @
wifes do5 gamah | areas ¥, ag I Fawrdl T arg @ ) 93 dadita A § graew @ )

2—qg atgha g afk gxwe & vt afes afvamy qafesifai § g syEa gq 0T od
qafy geae) frual a3 fawre faad 3g oF ol da% gand | 73 afqard &1 & gt fawal qearg o @
g7 451 ¥ frawl, s wfvawes afearaw dast qF agfa mrar & 90 srdt §, & sore qv wfaq faedi
vifea qa} (Na ot W ) fawradt fraald qar qreq fafaen faegall a3, ot dvew oF aafa & gfua gF, oF ot
o ol gl | e e & wifaa fawa/area aeere & o, Afanven afvame, @uw aan faan afasfal
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erer frda afd 9 o¢ afrere frare-famd Qar sifyy aifs 97 qa et o1 froaraa afrasa a‘t — a‘f‘e
@ SFIT Y d5F faafaq &7 ¥ @ @ a1 arearc & wver fasarea ¥ graar fawelt | W § gal ar @i
4 aeqiz ¥ 57 d&%1 Ty gavar aar argda g aifs aa ma #Y aifer®t ud 7w aral Y G GAwra faw
' g% faagz frare-faad fear s a&ar o ,
go l!ﬂ‘c o .a;o Q‘Iﬂ’l

&q afaa

fpaTaTa aito WHo 3%

|—fae IXr A SrEwT G FEAT
2—anf'w=5 srrafas sfadad
3 fawreia 455
4—srataa faden
5—feid
(%) @ w@ ¥ afaw wwa & aw frart § afeag dfeamat o g
(@) @7 7d ¥ afgs avg ¥ fawr F g fawril &Y wfeqq @fawral s gt
(1) srxrwafad & qF TREITH A1 TqTAFHT
(%) Faaras/watay wdvss gra faard) fdar sfadeq

() wrea aewie & afeaq ol 1 Arfaw g1
(%) s} grer qeaifeq Ageaqel wral & faavel &Y gew Hat & FaeIEATd WA A

6—FaaTAr |

7—aifaw afca ged ©1 geaiea oF sfaga afegfewd &1 g
8 —gadig w1d (ATAA)

() ifaq famra gar/faam afeg sqrATHgo seara/fAaea qsr ATRETET |
(@) faara aveaita srd-smaRa o1 qafFaisa qF easwt afufqan § e e o)

9—atE Jar A F1 args gfaaaT
10 —siFe
11-—eqTaaT geaed] S

(%) frwrita frdgandta fafasr qdf ug araal 1 faammadt & faaid

(@) FewTe & orman afkad & a1t § oo dae ot afrard o frf
() afeas §u7 g3 IIRE A |

(@) qerfad T FUsafad T & earTraee graeat $1d qEOifad  FIRATS JTH HT qv&sﬁ.

Y A ¥gW 9T EAATA |
\\ o (v) dfawreit oF STl o1 afddE qur gawr S
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_ dwar &to qQuo [are-1-04/78 495
wgey fagrz aT&IT,
sifqs qa warafas gard faany

( wwsw Td agfa sanar )

aar ¥,
qIFT F gy g afeq
qIFIT & avr afag
qeft fywriens
gz, feais 8 qars, 1978 1
fraq 1—faarity wrd garaeqr ¥ fag wa@s fam ¥ gngT 0 gafa FGia & LGIOAT F FEEY #y
wEIa,

faRwrgaix g& wgar § fis smaw Y 987 0F FOS aard qar =gt & wal & fasorew § Mear s
¥ 9f v ¥ w§ sfiden qF faal faaifea « 7€ 8 ¥fer ara: dar d@rar g § fe 9 famifa afq-
Azl qF faa<fual o) awg 9 sega 4 fEar oA g | S fraril & wvi-ew) f1€ sfadza meg @ G
8 | wifs fawrdla qa dear 304 s 18 eflar, 1978 & 21T at Fwnet qar fawrmsael ¥ @qdq fear
g e @ed fawrr & aYo qHo warfuwrd &A™y T s w7 sfdedl #Y fafeq gaa g IqsH HIW
¥ gravy ¥ QAR qarwre fear @ @F | g@ veem § faww & < gwat wrer g€ § AN ag wr A Y
wfrr fawml & faegs/aaz afqs s &ite Qo FYTHT FT TATY FATAr 94T |

2 xq graem 3 etawr sar (P fawrn) arg Fifas oF qmafas gar fawrn (dn51 @@ @l
3w ofeaifa fear aar @1 f5 saw

swra) & ;g e 921 feaiw 5 gard, 1955 (sfafafe daw) § 73 77

feera ¥ daT qF TaR AT A camar X ow @ 77 I7 @ a1 gaT afga & T | @) W@ W
@ sriaredl & wniada 3g whaw der 6)12 feats 2 awed, 1955 (wfafafy gaw) ot st | Wrte. YNe
avda & & qeerd @ den 45, feate 1 wead, 1962 (WRefeRy dem) @ ae fawret @ fadw S wg
¥ | 5o a1z qayd ger qfea oAt afsaars fag & o gewrd oa dear 373 famis 8 aea, 1969 (vfafafy)
dw) qar qF derr 228 feaiw 2 wE, 1972 (sfafafy dew) arw g fawil ®1 ao gHwo WNIT B WS
¥ grarg § qF Fada srgdwl @Y T sqra arpee fwan war ar | &9 aa® fawr § g fRW) & qgarT §TsT
ud qafi AgiT 9 eqraar g & af §, @, afewsa safwr =@ T “HIT" §T T4 F 791 IS FIEA

1 g ¥fgd g% fada w1 oF Swrers gare fawm (da5T OF Tak ) w1 ¥ A T |
favarawrs

(‘¥wa g a1y )
g & au gf=ET 1
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12. AMALGAMATION SCHEME.
12. (i) AMALGAMATED OFFICES.

Before 1950 the organisation of the Secretariat was somewhat different, at least In some of the
departments. These, with a few exceptions, had one or two *“Heads of Departments” to execute their
policies. With a separate office of Head of Department engaged in analogous work, delay was caused
because the proposals had to be examined with ths help of the sams rules, orders and preced:nts, once
in the office of the Head of the Departm:at, and again in the Sscretariat, before orders of Government
were obtained, There were then two sets of ministerial offisers adding to the cost of administration
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