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the period' It has furthel been ordered that if the creation of a new post either temporary or pertaa-
neDt becomes unavoidable the stafr r€quirements during the period of these threi years should be
ca'culated on the basis of 1,500 receipts per assistant per year io all departments of Secretraiat exc€pt in
departments wh€ro the yardstick is already higher.

2. Where howsver such extra staff is found to be necessary according to the revised yardstick
the ustlal criteria which are re-stated below should bo strictly followed before the proDosal is forwarded
to tbe orgaoisati3n and Methods section of the cabinet secretariat for concurrence :-

(a) Proposals for sanction of temporary staff of aoy category which is consideretl essential for
the efficietrt working of lhe depsrtmeots should be based on thc receipt or issue fgures of a
whole year' Temporary staff should not, ordinarily, be sanctioned on the basis of figures for
any period of less than a year; nor on tbe basis of anticipated figures of receipts or issues
except when a new office has to be startcd. or when a new and specific addrtion has to be
made to an existing offico.

(b) Proposals for conversion of teEporary posts to permtnent on€s should be based on the
average fgures ofreceipts or issues of the preceding three years. The depertments of tho
Secretariat have sanctioncd permanent staff of each cate,sory besed on the filures of receipts
and issues uP to the year t956. No additional permatrent posts should be sanctioned uotil
the average figures for the years 1957, lgjg and 1959 are koown, when permanent staff has
been obtained on the basis of average figures of receipts or issues of a given perioc! of three
years, the department should wait till the avorage fgures ofa subsequent periotl of tbree
years is available, which wilt show if any addition to the permancnt str.ogib of the office
will be required.

These criteria are principles of perDanent application and shall continue to be applioable evon
after 1959.

VI_2 FIXATION OF REVISED STANDARD FOR ASSTSTANT IN THE SECRETARIAT
AND OFFICES OF THE HEADS OF DFPARTMENTS.
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Memo. no. OMi Rl.4022.51A-46, dated patna, the 5th January t953, from
Government of Blhar, AppointEent Department (Organisation
DepartmeDts of Gov€rnment.

the Chief Secretary to the
and Methods Section), to alt

suBJEcr.-Fixation of revlsed standards for assistants in the Secretariat and ofrces of Heaals of
Deparlments.

The unde rsigne d is directed to refer to memo. no. oM/R1.4002,51A-l0l5g, dated the 2nd
November, 1951, from the 

_ 
Organisation and Methods Section in which rlandards for staffing were 6xed

for the Secretariat and offices of heads of departments, The State Government have now dicided tbat
the following kinds of receipts should not be diarised and should not be taken into account for the
purpose of calculation oflhe lumber of assistants and routine clerks:-

1. Notices for circulation from other dcpartments and heads of departments, e. g., notice
of auction sale, wanted notice invitiog applications for posts, etc ,

2. Journals, gazettes, periodicals, newspapers, printed pamphlets, trade advertisemen6,
catalogues and printed proceedings of the Legislature ond printed literature of similar
nature received Bithout any coveriog l€tter.
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3. Summary of news and prcss not€s sent by tho Dlrector of Public Relations to various

departmeDts unless any action to be taken is indicated by the offioer p€rusing lhom'

4, Requisitions for repairs to typewrlters, uso of lhe Conference Room, etc., sent from the

one department to another.

5, Newspaper cuttiogs received from the Directot of Public Relations or the D. I. G., C. I' D.
on which th€ officer perusing the cuttings has not indicated any actioD to be taken.

6. Invitation oards and letters.

7. Notices from the Secretariat athletic club and the Secretariat canteen.

8. Papers emanating from ioside the department itself, e. g,, r€quisitions for stationery,
repahs to cycles, clooks, furniture, supply of liveries, umbrellas, eto.

9. Gazetted notifcations sent to the Directo. of Public Relatiors for publication in the
press.

2. Reminders should be entered in the appropriate columns of the diary registers but:not countod
for the purposc of stamng.

3. Files endorsed to Secretariat oflicors by the h€ads of departments and the ofrcors under them
in the aEalgamatcd departm€nt should not be entered io the U. O. L Register.

- 4. Letters wrongly addressed to a department or letters on shich no notiog is dono should not be
diarised in the receiving departeent if they are to be transferred to another department, Such letters will
be diarised only in the sppropriat€ departnoeDt.

5. If lelters are transferred from one section to gnother in the same department, they should be
' diarised in that section only in vhioh they aro dealt with and not in the section wbich origioally received

them. If, however, they c,ere diarised in the section which r€ceived them originally, the diary Duebers
should be scored through for tho purpose of staffing.

6. The Cabinet Section will diarise all l€tters r€oeived by them even if they are tratrsf€rf€d to other
departments, as io many cases they have to Pursue the rec€ipts'

7. In addition to the assistants admissible on the number of receipts each dep8rtment will now
.. be entitled for doing office establishaent work to one assistant if the number of gazetted officers, and

ministerial staff Including section heads, assistant recorders, routine clerks, record suppliers, typists and
peons exceeds 15 and to two assistants .if their number is appreciably more than 30. No departnrent willr bo entitled to more than two assistaDts for doing office establishment work'

8. The Heads of Departments conoerned may be informed accordingly'

' Memo. no. oM-El-203/ s6:-478tdat€dPatna.;ji:l t", 1e56, from the chier s€cretary to the

' Government of Bihar, Appointment Department (Otganisation and Methods Section), to alt
Departments of Govcrnment.

r In the Appointnent Department (Organisation and Methods Section) nemo. no.I oMlEl-2o3i 55A-10898, dated the 28th December, 1955 and OM/EI-203/55A-553, dated the l?th
ir Januafy, 1956, Departoents of Gov€rnnqent were requested to conrult the OrSanisation and Mothodo,

i - Seotioa of Appoiatoont Dopsrtment ald tho Finanoo D€psrtmgnt bof- oro a teEporary poEt €ithc! gaz.€fted
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of non-gazetted in the olnces of lhe Secrelariat, and in the a,tached omces was made petmanent' Some

Departments are, however, referring to the Organisation and Methods Section proposals also for
convetsion of temporary posts in mufassil Ofilces under them. The undersigned is to make it clear that
it is not t.he intention thai such cases should be r6ferred to the Organisation anal Methods Section for
advice. The deparlments of Government should examine suoh cases on merits and sanction the convgrsion

of such posts into permaoent posts in consullation with the Finance Department, as usual.
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Patna Friday, November, 12, 1965.

FINANCE DEPARTMENT RESOTUTION,

The l2th l]*ovember, 1965,

il M 1-6085i65-10195-F-The State Govornment have been concerned about the need to improve

fnancial discipline and to secure econony and elliciency in administration, They have been given

clos€ thought to measures to achieve these objectives. Since economy and rationalisation of stafrng iu
Goyernm( nt offices is the essential first step in this dircction, the followiDg directions are being issued to

come into force with immediate effect, Other direclions will be issued from time to time:-
(i) The yard-stick for sanction of posts in the non-gazetted establishement is revised sith

immediatc efl€ct to25percent above the current levels prescribed. Each Department of Government

shall carry out a re-appraisal of thg nongazetted establisbrnent under its control in the light of the revised

yard-stick and shall prepare fl list of persons considercd surplus as a result of the re-appraisal.

(ii) There should be a uorrespolding adlroc economy at the gazetted level. Every Department

which, besides a Secretary also has ore or more Deputy Secretaries, as well as one or more Under-
Secretaries, shall slraightway declare at least one post of Deputy Secretary or Under Secretary surplus,

pending further re-appraisal and declaration of further surplus, The surplus at the gazetted level sball

be absorbed by ottrer postings and transfers without the giving of substitutes.

(iir) All Officers entitled to have more than one orderly peon attached to them shall forthwith
declare one of the peons surplus to their requirement. A list of all suoh persons declared surplus shall

e prepared. Henceforth th€ number oi orderly pcons to be sanctioned for any olhcer will be the

existing prescribed number reduced by one, except in cascs where the existing prescribed number is

only one.

(iv) Ordinarily no new gazetted post shall bc created and ro gazetted post kept in abeyance shall

be revived, if such a post is borne on the Don-plan budget, The proposal for creation of such a Po6t ol
revival ofa post kept in abeyance shall be ent€rtained by the Finance Departm€nt only if Admioistfative

Pcrsonnel Committee consisting of the Chief Secretary, the Development Com.missioner and Shri T. C'

Puri has examined.the necessity and has certify that creation or revival of a post as the care may bo'

is incscapable and that re-adjustmenx of duties among the existing post to abviate tho cr€ation ol rerival
of a post iri not practicable.

(v) Proposals for gazett€d posts required to be created ot revived in connection with the implcmen'

tation of the plan scheme should be closely scrutinized, in the flrst instance, by the Planning Department
bcfore being referred to the Finance Department for concurrence, After €xaminatioa in the Finance

Department the proposal along with the advice of the Finance Department shall be placed before the
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