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x-l 29. TRAXNXNO.

2e(i,

BXTRACTS FROM PROCEBDTNGS OF TTIE SECRBTARIES'MEETING HELD AT

3.30 P. M. ON 14 TII MAY, 1956.

*{a**
3. ll.zhtittg Echcnc for nab Rcaruils lo ,hc S.$cta?id, Minlsltrriall Scroicc. -Tte proposels

circulated by tho Organisatlon and Mcthods Seotion of the APp)intment D,)prrtm3at were approv€d.

Mcoo. tro. OM-Rl-l0lG56A-5651, datod thc 26th Msy, 1956' by the Doputy Organisatlon and Mcihods
Officer, Appointment DePartmeat'

Copy forwarded to the Lsod Reforns Commissioncri tho Development Commiesiouor/all
'secrctaries to Government/all Additional Secrctaries to GJ?crononti Additioual Deputy Secletory,
Political Departmont/Deputy Socretary, Appoitrtment Department/Speoial Oftccr, Appointoeot Depart-
oont (Mr. B. D. Paode, r. c, s.), fo! lnforEation and nec€ssary sctlotr.

SCHEDULE XII

TRAINING PROGRAMMB.

FIRST PEASE.

(Forlr to aix wcekt.)

I
l. Tho Organisation of tho Secretariat ond the lfeadc of Deparlocnts,

!. Fuocions and rcsponsibilities of the variour grarbs of offioen io tlo sccrrdrt Dcprrt{cnt&
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3, Security of official information and documents,

4, General deecription of tho stages through which a freeh receipt passed from tho time of
receipt in an office till it8 disposal.

5. Receipt of ttak and its distribution among officers and sections,

6. Marking ofreceipts by Scction Hesds to the dealing assistants, cntries in the Log Books,

7, Registration of receipts in the Diary Register, its importance,

8. Opening ofnew filet-rumber and tbe subJect of the file-entries msde in the Flle Iodcx

Registor and File Rcgirter.

9. Arraogenents of files rofcrencing and page numbering and flagging of papers in a file'

10. Title bead6 of ffles-use of indexes and tho way to trace oul tho provious papers and

prec€dents -how to scnd requisitions for and getting r€corded pap:rs -confidcntial and ordinary.

11. Proper maintcnance of the Diary Register and its importance.

12. Propor maintcnlnce of the Yarious other tecciPts registors and their importlnce.

13, Rccording-how oasrs aro reoorded -stages thc proceodings . h lvo to pass through beforo

rcaching the recordor.

14. Editiog ofcasos to bc Plioted.

15. Porms, slips, stationcrt anal the gen".ral tcrml 8nd 4bbrevistions in comoon uso iu

thc oEcc.
II

15. Veilous kiods of communicationr, ofrcial lotters, D..O. letter!, tologrsms, erprosg letters,

ofrce oemcranila snd U"O' Rcgistcrs. ctc'

17, Fair ooplos 8nd despatch of letters.

t8. Maintcnance of the various kinds of issuo registers'

19. Mointenanoc of tbe stsmp account.

20. Fair copics of the let lcls marked for issuc shcrld be oomplete in 8ll (esp3cts'

2llConfident|alpapers-howtoregisteranddeatwiththrm-arrang.m:ntforse:urityanrl
custody of cotrfrdenti8l papers-proceiture of reference of conodrntial Plpers to othor blanchgs in thq

aloprrtoclts. !

.22. Proof Reading'

23. Chects on delsys 8nd affears-the weekly arreaf |ist, quarterly atfear listc, the fortnightly

".,"",ti,t,"odatrearl|steoflettersfromthcGovernmcntoflndiatowhichreplieshavetob'tont';;;;;i;;"r, Report to tho cebinet seotion ofthe sotion trken on the decisions of the council

of Ministcrs.

24.officeMsnageocntsndDisciplino.AtteodancoRe8ister,absencefromoffico.holidays,
leave, casual leavc, character and tidiness ond orderlioess, d isciplioe, confidential reports, advcr8o

c[trle8 ln Character Rollt' ctc'

25. Thotougb gloundiog in salcct€d cbsPtcrs of the Secr€trriat IostructioDs'
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SECOND PEASE.

Pracltraal Tralning in|,ho Depa ;an t.

(Si'n nonthc.)

1. The probationer sill be attach€il to the dlarist and will actually pcrform the duties oftho
diarirt for ono week.

2. He should be attached to the typing branch where he will conpare with the Hoad Typist all
typed matcrlals for one seek.

3. He sill b€ attoched to the despatchcr and will actuslty porform tho dutles ofthc d6p8tcher
for ono wecb.

4. Ionr lo aln weebe.-He should be attached to tbe offic€ cstablishmcnt and gcc how the
estcblishment &ssistants work.

In ihe first week he should be attach(d to the assistant in chrrgc furniture, bicycles aod typc-
eritiDg and work sith tho assistanis. One vsck aith tbe est8blishment assistsnt who deals rith bills,
lclephon€8, liveries, ofpeoDs. etc. One neek with tho assistatrt rho deals with Class III establishment.
Durlng this period the probationer should learn how to maintain a service book or service toll.
mainlenanco of seniority, lists of assiEtants and typisrs, ftc.

!. Four veets to be attached Eith the Record€r. He will go through 8ll thc proc,esr of recordisg
of files himsclf and sill record a certain number of files anrl loarn how to get it up fol printing: He u'ill
also read proof received from the Press.

6. The probatloner should nos,be attached to a deali0g assistanl. During the first two wcokE ho
will lesm how to prepare tbe arrear lists under the direction of tho desling assistant to shom hc is
attached. The probation€r Bill also learn the following :-

(l) Up.to.dato mahtenance of rul€s and regulatlons and ofrce ord€rs sith shioh tho
dealing assistant to whom he is attached Eas conceroed.

(2) Malnt€nance of lists of subj€cts dealt with by oaoh assistant,

(3) Hos to use the Forward Diary.

(4) Maintenance of Guard File relating to the subjec ts deall with io the sectiotr.

lhe probatloner should now be placed under tho direct charge and immediate carc of the Srction
Head who rhould give him lympathetic guidance in practical initistioo of dutios ofan sssistant and
alro give him mlnor cases for noting and drafting. In the proper disposal oftbese cesce, the Scction
Head should givo the probationer all helpful guidaoce. Aftcr the prelimioary training, the probationer
lhould be required to deal vith more importcnt cases in the section trot necosrarily complicated cases but
including prcpartion of draft in cases in ehich orders bavc been passed and to put up summaries or
prccis oo oufrent casos to test his ability to write holpful notes.

tfu;ii c
TEIRD,PEASE.

?rai,ni,ng Ctroae for dr wceka,

l. Comprchcnsive lectures on Rules of Executive Businesc including Cabinet procedute'

2. Leglrtativo Busl1ess, Assembly slal Council Questions, Bills, Short Notice, Starred a[d
Unslarrcd Qucstionr, datee by which reply should be sent to thc L€gislature, variour instruotions to bo

explaintd on the subject. Rulet, procedure and oonduct of business iD tbe Legislaturc'
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3, Organlsation of the Bihar Secretarisl including subject dealt uith in each department,

4. The Coastitution of Indis, calient points of th! CoDstitution Act particularly thoso rclating
to the Public Scrvices and Parts V aod XIV of the Constitutlon including matters oD shioh consultation
sith the I'oblic Servic€ Commission war neccssary and the prooedurc to be folloE'ed in making reforences

to the CoEmission.

5. The Eihar Public Service Commission (Limitation of Functioos) Regulations. end the

Government Servants' Cooduct Rules.

6. Civil Servicer (Classification, Control and Appeal) Rules.

?. (d) Central Civil Services and Conduct Rules as applicable to the ofrcers of the I. A, S.

and L P. S.

(D) Rules for the recognirion of Associations of Gove;nmont Servants,

8. (a) Forms and Rules of Correrpondence,

(b) Practical exercises in the drafting of official letters, D. O. letters, expr6ss letters, telegrams,

office memoranda, notificatio , regulation, press communicalion and press Dot€s, rummaries on 3elected

proc(ediDgs bolh printed and unptinted obtaincd from the departments for thc purpose.

9, Noting, referencing aad intcr-d.par(mental referenccs, precis vriting'

10. Financigl Rules, tho Bibar Servicc'Code, Chaptere Ito IX and delegations thercunder and
other Financial Rulcs.

ll. T. A" Rules including the Ranchi Rules.

12. General Provident Futrd, tho Conlribution Pfovident Fuod Rules, Cobpensatory ard other
allowanc-es.

13. The Peoslcn Rules.

l{, Bud8,ct Proccdure (theoretlcal and practical), Chapter VIII of the Secretariar [nslructioDs,

15. Medical Attendaoce Rules and Orders,

16. Tho Second Five.Year Pian, Community Projects and N, E. S. Blocks,

17, Thorough grounding in solected chaptcrs ofthe Secrotariat Inslructions,

X-2. ATTENDANCB OF NEW RECRUIIS TO THE SECRETARIAT MINISTERIAL

SERVICE AT THB SECRETARIAT TRAINING CLASS.

30 (d)

Letter no. OMiR-2026/5?-9513, dated the 20th November, 195? from Shri M, S. Rao, r. c. s. to
Chicf Sccretary to Governnent, to ell Secretaries to Govcrnmentiall Additional Secretaries to Govfrnment/
Deputy Secretary, Appointment Department/Deputy Secretary, Political Department.
SuBJEcr.-Atteodancc ofnew recruits to the Secretariat Ministerial Se lco at tho Secretariat Trainiog

Class.

I am to inYiie Ettention to paragraph 3 oftte Proceedingr ofthe Secretaries' neeting hcld on the
l4th May, 1956 (a copy of cihich was foruarded with Organisation and Methods Section's E€mo. no.
OM/RI-1010-56 A-5641. datod the 26th May 1956) approving of a programmc of training for nor


